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Chapter

System Requirements

Systems that do not meet requirements often have issues with general system performance (speed) as well as speed
transmitting or downloading data—a problem most tax businesses cannot afford during tax season. See the latest
system requirements at https://www.cchsfs.com/software-system-requirements/.

The System Analysis Tool scans your system and rates its compatibility with ATX.

System Analysis Tool

ATX provides a System Analysis Tool to help you determine whether your computer meets system requirements.
To download the System Analysis Tool:

Navigate to the ATX Knowledge Base.

In the Search box, type System Analysis Tool.

Click Search.

In the search results, click ATX™ 2017 System Analysis Tool.

In the Attachments box, click the Sfs.SystemAnalysisTool.exe link.
On the Save drop-down list, click Save As.

Save the file to your desktop.

No oaswDdh =

To check your system:

1. Open the System Analysis Tool by double-clicking the icon on your desktop.
2. Windows displays an Open File Security Warning dialog box. Click Run.
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Chapter 1: System Requirements

ATX displays the ATX System Analysis Tool dialog box:

ED #7x 2017 system Anatysis Tool o[ -E- ]

A System Analysis Tool
(v 8 Analyze and compare your system to the ATX 2017 System Reguirements

Please choose your system type:

[Stand—AIone,ISingIe Workstation "

Please choose your installation drive:
e -

@ Help l Analyze System ‘ l Close ‘

3. Select Stand-Alone/Single Workstation or Server from the drop-down list depending on the type of install you will
use.

4. Select the drive to which ATX 2017 will be installed in the Please choose your installation drive: drop-down list.
5. Click Analyze System.

12



Chapter 1: System Requirements

The System Analysis Tool displays the specifics of your computer's Operating System, Processor, Memory
(RAM), Available Disk Space, Computer Monitor, and Internet Connection along with a graph to inform you of
how your system matches up against the minimum and recommended system requirements for ATX 2017:

L) 47 2017 sysem Anaiyss Tos! (= e s
A System Analysis Tool
i+ 8 Analyze and compare your system to the ATX 2017 System Reguirements

Your System Results P petet pest

Operating System
«# Windows 7 Service Pack 1 64-bit

Processor
@7 Intel Core i5-5300U @ 2.30GHz

Memory (RAM)
«# 16 GB

Available Disk Space

o ssses e PV

Computer Monitor
¢ 1920 x 1080

Internet Connection
¢ 57.38 Mbps

« Green bar - indicates that you meet or exceed system requirements;
« Yellow bar - indicates that you meet system requirements, but do not meet the preferred system requirements;
« Red bar - indicates that you do not meet the system requirements.

6. Click Close when finished.

13
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Chapter

Installation and Activation

ATX 2017 can be installed on an individual, stand-alone computer or it can be installed on a network with a designated
server and multiple workstations.

If all your computers meet the System Requirements you're ready to install ATX.

‘: IMPORTANT: Your ATX software will only install to the computer's primary hard drive. While the ATX
application location cannot be altered, you will be able to choose where the ATX work product data files you
create are stored (i.e, a secondary drive, network drive, external drive, etc.). See Changing Your File Storage

Location.

Locate Activation Code(s)

Activation codes are printed on the Fulfillment Confirmation Slip found in the shipment you received in the mail.

%, Ifyouuse a payroll product, it has a separate installation and activation code. See W2-1099 or Payroll
~ Compliance.

Downloading Products

Download ATX 2017 from www.MyATX.com. See Downloading ATX.

15
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ATX Installation and Activation Instructions
As you're installing ATX, the Select Your Install Type dialog box helps you make the right selection for the computer on
which you're installing the system.

o What Install Type Do | Need?

« Stand-Alone Installation

« Network Server Installation

« Network Workstations Installation

« Workstation and Server Installation

Troubleshooting Network Installation

ATX is designed to identify a network server on which the product has already been installed. If this does not occur
automatically, the following topics can help you manually identify the server:

o Finding Your Network Server
» Adding a Server
« Network Troubleshooting Tips

For Payroll Forms, a Separate Install is Required

If payroll products come with your product bundle, the installation and forms are free. If your package does not include a
payroll product, you can download the payroll product free and obtain payroll forms on a pay-per-return basis.

For payroll installation instructions, see W2-1099 or Payroll Compliance.

i “_\ Do not install the payroll product to the same folder as ATX™ 2017.

ATX User Guide for Tax Year 2017

A PDF version of the guide is installed as part of the installation process. Updates will be included along with Program
Updates throughout the season. In case of Internet outage, the User Guide will serve as a temporary substitute for Program
Help.

Review Your AT X Purchase

To view your purchase:

1. Enterwww.MyATX.com in your Web browser.
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3,7 WO Lte rS K l_ uWe r Welcome Guest | Login

ATX

Solution Center
Renew Today %

Preparer Solutions My Account Quick Links
Latest News *Tax Season Readiness™ Change Address Tax Update Newsletter
Knowledge Base Download Center Gustomer Environment Shipping Schedule
ATX Blog Conversions My Preducts ATX Forms Schedule
E-file Status User Guides Review Fees E-file Availability
Community Board Reports Refund Settlement Summary Calendars and Charts
Education Library System Regquirements Teamviewer-Remote Utility
ACA Resources InteliConnect Research

National Tax Schoal

How to use Your Solutions Center Account Services Business Partners
— B kil Your Solution Center Tutorial Refund Setflement Protection Plus
Knowledge Library Tutorial Solutiors{iormerly ERQ Bank iTransact

Application)
Creating User Accounts Tutorial Staples Advantage

Online Bill Pay Ve c "
Refer-A-Friend BEFS:JOIT\P :mmumca lons
Billing Detail N?\:Fing arners
And more
2. Under My Account, click My Products.
. .
Client Login
Please login to your account by completing the form below
Client 1D
* Must be at least 8 characters in
length
Username = Must not exceed 100 characters
» Must contain at least one number
= Must contain at least one special
character(#1@5%"&*-)
Password » Must contain at least one upper
case character
» Must contain at least one lower
case character
» Case-sensitive
User Verification ( what's this? ) s Cannot contain the user name
Ny = Cannot reuse any of your last 10
I'm not a robot passwords
Privacy -Temm: s Passwords expire every 90 days
WARNING: Three unsuccessful login attempts will lock your Need Help?
account
Forgot username or password?
Remember Me

If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

Enter your User Name in the User Name box and press the Tab key.

Enter your Password in the Password box.

Select the Remember me check box if you want the Solution Center to remember your information the next time

you log in.

7. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

8. Click Log In. The ATX Solution Center displays your subscriptions.

2
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Chapter 2: Installation and Activation

Downloading ATX

To download ATX products from the Web site:

1. Enterwww.MyATX.com in your Web browser.

‘:D Wolters Kluwer

ATX

Solution Center

Preparer Solutions

Latest News
Knowledge Base

*Tax Season Readiness™
Download Center

ATX Blog Conversions
E-file Status User Guides
Community Board Reports

Education Library
ACA Resources

System Requirements

How to use Your Solutions Center

‘Your Solution Genter Tutorial
Knowledge Library Tutorial
Creating User Accounts Tutorial

= R —

My Account

Change Address

Customer Environment

My Products

Review Fees

Refund Settlement Summary

Account Services

Refund Settlement
Solutions(formerly ERO Bank

Welcome Guest | Login

Renew Today ﬁ
Quick Links

Tax Update Newsletter
Shipping Schedule

ATX Forms Schedule
E-file Availability
Calendars and Charts
Teamviewer-Remote Utility
InteliConnect Research
National Tax School

Business Partners

Protection Plus

iTransact
Application) e e
Online Bill Pay VHDE‘S Cvan ge ;
Refer-A-Friend Bericcmp ;mmumualons
Billing Detail anking Partners

NATP

And more

| Home || ATX Commanities |

Download Center

ATX Program Downloads
ATX Tax Program
ATX Payroll Program Center.
2017 Program Updates
ATX 2017 Updates
Payroll 2017 Updates
PDF Forms & Instructions

E-File Center

Forms Release Schedule

This table lists dates on which ATX expects to post forms approved for paper filing. A similar table exists for e-file approval on the E-File

Can'tfind a form? You can Request a Form and we'll consider adding it to our library.

Estimated Release Date for All Forms

Partner Services.

Learn About the Defi

ons of Status Messages ALL v

Conversions Form Name Description Current Statu Estimated Approval
ATX Forms Schedule AR 1000MS Waived for 2016 Not Available Not Released from Tax Agency
Requesta Form HI 314 ‘Annual Premium Tax Statement Not Available Not Released from Tax Agency,
State DORs HI 323 Monthly Premium Tax Statement Not Available Not Released from Tax Agency
CCH Intelliforms ME 120X ME Combined with Form ME 1120ME Not Available Not Released from Tax Agency,
ATX Quick Tax Estimator ME Sch 24 (9414) Combined with Form ME 941-ME (2017) Not Available Not Released from Tax Agency
CrlAEREITEETTS MI Walker WW3 Use Form MI CFW-3 Not Avallable Not Released from Tax Agency
LI FE e R N ABR (10/17) Application for Business Registration Pending Approval 1012172017
el NE 10 (10117) Local Sales and Use Tax Retum Not Avalable 10212017
::\:::im"m con NJ 1040-SC (2017) Fayment on Behalf of Nonconsenting Approved Approved
Broduct Catalog NJBODNOL(2017) _|C of the NOL Deduction Not Available 152018
Trade Shows NJ CET-100 (2017) Corporation Business Tax for 07/17-06/18__| Not Available 1502018
Contact Us NJ CBT-100S (2017) _ |S Corporation Business Tax for 0717-06/18 | Not Available 152018
3&:‘;52'::: Case NJ GBT-100S-V (2017) Sﬁiz;&?’a““” Business Tax - Payment Not Available 1112018
Email Customer Service | [\ caT100y (a047) | COPPOralion Business Tax - Payment ot Avalale .
Tax Update Newsletter LTI

NJ CET-180C1508 17 | SSTROTEICN Busness T Sstmated Not Available 1512018 :

3. From the menu items on the left, select the ATX Tax Program.
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Client Login

Please login to your account by completing the form below

Client 1D
= Must be at least 8 characters in
length
Username * Must not exceed 100 characters
* Must contain at least one number
s Must contain at least one special
character(#2|@5%"&*-)
Password

Must contain at least one upper
case character
Must contain at least one lower
case character

Case-sensitive

User Verification ( what's this? ) Cannot contain the user name

J

Cannot reuse any of your last 10
I'm not a robot passwords

= Passwords expire every 90 days
WARNING: Three unsuccessful login attempts will lock your
account
Forgot username or passwaord?

Remember Me

Need Help?

If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

. Enteryour User Name in the User Name box and press the Tab key.

Enter your Password in the Password box.

. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

8. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click

the Verify button.
9. Click Log In. MyATX displays the Download Center page.

/, ATx Manage Users | Logout

Support Center

ATX Communities || Concierge Care | [l Aot

N o o A

E-File Center

P
ATX Tax Program

ATX Payroll Program Below are the ATX tax preparation products that are currently available to you for download. If you ordered
2017 Program Updates othertax preparation products thatdo not appear in the list, please call customer service at 800-638-8201
ATX 2017 Updates
Payroll 2017 Updates

Partner Services

Ifyou purchased additional user licenses click here for your activation codes.

PDF Forms & Instructions

Conversions ATX Tax Products

ATX Forms Schedule Year SKU Product Activation/installation Code Downioad
Request a Form

State DORs ATX-MAX | ATX WMAX Package Download
CCH Intelliforms ATX-

ATX Quick Tax Estimator TPP1040 |ATX-Tax Prep Partner 1040 Lite Download
Client Accounting Suite LITE

ATX PaperlLess Plus
Prior Year Updates IMPORTANT: ATX Tax and ATX Payroll are separate products, they should be installed to individual
directories. Do NOT install both products to the same directory. Do NOT download and install the tax
programis) on this page if you have already installed them from a different source like a CD. Instead, use
the ‘Updates’ icon on the toolbar in Return Manager to obtain the latest updates.

ATX Home
Company Information

Product Catalog

BT |An activation code is entered the firsttime you open your tax program after installing An installation code

Contact Us, is entered during installation, before you open your tax program for the first time.

Open a Support Case
View My Cases Click here for more information on activation and installation codes.

Email Customer Service
Tax Update Newsletter

10. Click Download.

11. Follow the prompts and instructions given. After downloading the ATX installer, see Installation and Activation for
an overview of the ATX installation process.
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What Install Type Do | Need?

Selecting the right ATX installation type is important. During installation, the Select Your Install Type dialog box helps you
make the right selection for the computer on which you're installing the program:

B8 a7 2017 - InstaliShield Wizard (w23l

Select Your Install Type

P Stand-Alone

Choose Stand-Alone if you don't need to share client dota.

» Network
e - Choose Network if you want to share client data between computers and store it in one
central location.

el e LIF < Back ] [ Cancel

Standalone

Select this install type if you'll be preparing taxes on this workstation (computer) and you do not need to share this tax data
with any other workstations in your organization. This is the correct configuration for most single-computer, single-user
offices. See Stand-Alone Installation.

Network

Select this install type if you are not the only person in your office, or if you intend to bring additional people on during the
season and want to share data across a network. If you select Network, you'll have three installation choices for the current
computer.
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i ATX 2017 - InstaliShisld Wizard (=3l

Select Your Install Type

®a# Server Only
e - Choose this install type if you will use this machine ONLY as a server to share client data
with workstations.

¢®  Workstation Only

Choose this install type if you will be preparing tax returms on this machine and need to
connect to a server to access shared client data.

- ®# Workstation and Server

Choose this install type if you will be preparing tax retums on this machine and this
machine will act as the server to share client data with other workstations.

InstallShieldi <Back ] [ Cancel

Server Only

Select this install type if the current computer will only be used as a server to store data and transfer data to other computers
on the network. Choose this setup if the current computer will not be used to prepare tax returns. See Network Server
Installation.

Workstation Only

Select this install type if you'll be preparing taxes on this workstation (computer) but intent to share this tax data with other
workstations and a server. See Network Workstations Installation.

%, Ifyouselect the Workstation Only install type, it is assumed that you've already installed ATX on a server.
Server and Workstation

Select this install type if this workstation (computer) will be used as a server and also to prepare tax returns. See
Workstation and Server Installation.
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Stand-Alone Installation

If you only need one computer system, or, if you do not need to share system data with other system users, a stand-alone or
single workstation setup is recommended.

%, This topic gives steps to perform the Stand Alone installation. If you're unsure of your install type, see What Install
- Type Do | Need?.

% IMPORTANT! Before installing ATX, make sure your computer meets the System Requirements for a stand-alone
setup. Setups that meet or exceed the recommended requirements will experience the best performance results.

To install and activate ATX on a stand-alone or single workstation:

% As aprecaution against losing work in other programs, you should shut down all other applications on your computer
before beginning your ATX installation.

1. Do one of the following:

« Install from DVD: Insert the DVD provided in your product shipment into the DVD-ROM drive. Refer to If ATX
DVD Doesn't Start Automatically if necessary.

« Download from Web: ATX can be downloaded from the Customer Support Site. See Downloading ATX.

BB A7 2017 - nstatishieid Wizard (==3a]

Welcome

VAN D, @ instalishield Wizard for ATX 2017
7

The Installshield(R) Wizard will install ATX 2017 on your computer. To
continue, click Next.

WARNING: This program is protected by copyright law and intemational treaties.

Q': Wolters Kluwer

Ta=AllE g 4P [ Next = ] [ Cancel ]

2. Click Next.
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8 a7 2017 - InstaliShieid Wizard (=3l

License Agreement

Please read the following license agreement carefully.

This CCH Small Firm Services Standard Product License Agreement (this “Agreement”) +
is made by and between Universal Tax Systems, Inc. d/bfa CCH Small Firm Services, its
successors, and assigns (“CCH SF5”) and “Customer” (as defined below), and governs
Customer's use of any CCH SFS product that is accompanied by an electronic copy of

this Agreement. This Agreement may be viewed at CCH SF5' web site
(www.cchsfs.com/legal/), at the time of installation, or within the product’s menu. By
installing and/or using the Product or by otherwise indicating acceptance

(electronically or otherwise) of this Agreement, Customer acknowledges agreement to

the terms set forth below.

1. 1. DEFINITIONS. Capitalized terms used but not defined elsewhere in this
Agreement shall have the respective meanings set forth below:

1.1, “Affiliate” means with respect to an entity party to this Agreement, any entity which,
directly or indirectly, controls, is controlled by or is under commaon control with such -

@ | accept the terms in the license agreement

(™) 1 do not accept the terms in the license agreement

Melle Mext = ][ Cancel ]

3. Select the | accept the terms in the license agreement radio button to indicate that you have read and agree to
the terms of the license agreement; then, click Next.

8 27x 2017 - InstaliShieid Wizard (el

ATX 2017 - What's New

CCH? AnswerConnect and CCH? IntelliConnect?® Integration

Your ATX Software now includes integrated Tax Research for CCH AnswerConnect
A I x and CCH IntelliConnect subscriptions.

CCH iFirm Client Portal

CCH iFirm Client Portal replaces PortalSafe. With CCH iFirm Client Portal
integration you'll have access to an easy and secure solution to organize and
share important documents with clients

g': Wolters Kluwer

el [ Mext = ][ Cancel I

4. Click Next.
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5. Click Next.

B am 2007 - tnstatishieid Wizard [
About the Installation Process

=P Both client and server installations are handled by a single installer.

= You can choose one of the following installation types for each machine.
- Stand-Alone
- Network (Server Only, Workstation Only, or Workstation and Server)

17

= You do not need to map network drives for network installs

Click the link below to launch a video that provides more details about the
ATX Installation process.

": Wolters Kluwer

=S g P [ Next = ] [ Cancel ]

m.ﬂTXZﬂl?—ImﬂSrialdWiud @

Select Your Install Type

P Stand-Alone

Choose Stand-Alone if you don't need to share client dota.

#+ Network
> Choose Network if you want to share client dota between computers and store it in one
central location.

< Back ] [ Cancel

6. Click Stand-Alone.
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8 a7 2017 - InstaliShieid Wizard (=3l

Confirm Your Install Type

Please confirm your install information before continuing.

Install Type: Stand-Alone

1 will be preparing tax returns on this machine and do not need to share
client data with any other computers.

< Back ][ Install ]l Cancel

7. Confirm your selection by clicking Install.

"% The default location for stand-alone installations is C:\Program Files (x86)\CCH Small Firm
Services\ATX2017 for all supported Windows operating systems.

m AT 2017 - InstaliShield Wizard @

CCH Browser Search

The CCH Browser Search plugin allows searching directly from your web browser using any major search
engine.

Google e '

Install CCH Browser Search plugin

“%, The option toinstall the CCH Browser Search plug-in only displays if you do not already have the plug-in
installed.

8. Click the Install CCH Browser Search plugin check box.
9. Click Next.
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B8 a7 2017 - InstaliShieid Wizsrd (m23al]

ATX
17

The Installshield Wizard has successfully installed &TX 2017. Click Finish to
exit the wizard.

e

10. Click Finish.

This completes the ATX installation process. The ATX icon is placed on your desktop.

%, Ifyouselected the option to install the CCH Browser Search plug-in, the installation will now begin. For
' Information on installing and setup, see CCH Browser Search Plug-in Installation.

Stand-Alone Computer Activation

1. Double-click the ATX™ 2017 icon on your desktop.

"% TheActivation Codes Dialog Box appears the first time you start the application after installation.

Activation Codes &l
To activate a new product, enter your activation code and click Activate,

Enter your activation code:

Products:

@ rep o)
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2. Enterthe product Activation Code from your Fulfillment Confirmation Slip. When you enter a successful activation
code, the Activate button is enabled.

3. Click Activate. The product name appears in the Activated Products pane.

"%, Ifyou purchased a product that is bundled with a Payroll Compliance or W2/1099 product, do not enter that

~ Activation Code in this dialog box. Instead, read the note at the bottom of the dialog box and click the link that
says Click here for installation instructions. See W2-1099 or Payroll Compliance for these installation
instructions.

Activation Codes &l

To activate a new product, enter your activation code and click Activate,

Enter your activation code: |

Products:
MAX Program

@ Payroll forms are included in your package via a separate install.
Click here for installation instructions

@ Help Activate ][ Cancel

4. ATX opens to the Welcome To ATX dialog box.

B8 weicome To AT =5

Lagin passwords do not rollover from prior
year versions and are different than
passwords used on the support site,

Passwords expire every 90 days.

User Name
Professional Tax Software Ademin
Enter a new password:
Tax Year 2017 )

Re-enter new password:

&5 Wolters Kluwer

@ Help [] Remember User Name Login I l Cancel

5. The User Name field defaults to Admin. You must first establish a password for the Admin user in order to access
ATX.
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% Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter

o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

6. (Optional) Select the Remember me check box to have your User Name automatically populated when you
launch the application from this workstation.

7. Click Login. ATX opens to the Return Manager and presents the Download Forms Updates dialog box (which
gives you the opportunity to get the latest forms).

Download Form Updates =)

You can customize what types of forms will update in preferences.

o)
ust form update sethings
QP \idjust form update seffings)

Click Continue to check for form updates.

=| Form Update Report [ Continue l [ Cancel |

8. Inthe Download Form Updates dialog box, click the Adjust form update settings link.

Preferences [l
All Managers Program Updates
Return Manager | Update program on startup
Rollover Manager 7
Update program at | 12:00 AM
Preparer Manager
E-file Manager Form Updates
Open Return | Update forms on startup
- Select Forrr?s - Update forms at | 12:00 AM -5 =
Client Communication b
Print Select the forms you want to include when checking for form updates.
o Display Federal State
Updates Select All v
Calculator Individual v
Backup Corporate +
Partnership +
Fiduciary v
Sales & Use +
Applications +
Payroll v
Pension/Benefits +
Estate +
Gift v
Exernpt Org v N
® Help 5 Reset Defaults Import Preferences Cancel |

9. Select the check box(es) next to the package(s) you frequently work with under the Form Updates area of the

dialog box.

10. Scroll down to the section with the state check boxes; then, select the state(s) you want to include in your form
updates.

11. Click OK.
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12. Inthe Download Form Updates dialog box, click Continue.
13. When the Update Results dialog box appears, indicating that the download was successful, click Close.

Network Server Installation

If you want to share system data between users, and would like data stored in one central location, you should establish a
network setup in your organization. A network setup involves:

« Adesignated server.
« One or more additional workstations.

% This topic only includes steps to install the server on a computer. However, a server-only install does not provide

- access tothe ATX application as a typical tax preparer uses it. This requires a workstation installation. To install both a
workstation and a server on the same machine, see Workstation and Server Installation. If you're unsure of your
installation type, see What Install Type Do | Need?.

"% IMPORTANT! Before installing ATX, make sure your network server meets the System Requirements for a server,
- andthat your network workstations meet requirements for stand-alone/single workstations. Setups that meet or exceed
the recommended requirements will experience the best performance results.

Installing ATX on the Network Server

LY

\ As a precaution against losing work in other programs, you should shut down all other applications on your computer
=== Dbefore beginning your ATX installation.

To install and activate ATX on the network server:

%, IMPORTANT! After installing the ATX server, there willbe no ATX 2017 icon on your desktop. This is because you

~areintending for this computer to be used ONLY as a server, and you do not intend to use the ATX application on this
machine. If you also want to use this computer to open and use ATX, then you should follow installation directions in
Workstation and Server Installation.

1. Do one of the following:

« Install from DVD: Insert the DVD provided in your product shipment into the DVD-ROM drive. Refer to If ATX
DVD Doesn't Start Automatically if necessary.

« Download from Web: ATX can be downloaded from the Customer Support Site. See Downloading ATX.
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B8 amx 2017 - InstaliShield Wizard (m23al]

Welcome

/AN D, € instalishield Wizard for ATX 2017
7

The InstallShield{R) Wizard will install ATX 2017 on your computer. To
continue, click Next.

WARNING: This program is protected by copyright law and intemational treaties.

.;': Wolters Kluwer

Male [ Mext = ][ Cancel ]

2. Click Next.

mAT.‘(ZOIT—InshISMEldWi?zld @

License Agreement

Please read the following license agreement carefully.

This CCH Small Firm Services Standard Product License Agreement (this “Agreement”) =
is made by and between Universal Tax Systems, Inc. d/b/a CCH Small Firm Services, its
successors, and assigns (“CCH 5FS") and “Customer” (as defined below), and governs
Customer's use of any CCH 5FS product that is accompanied by an electronic copy of

this Agreement. This Agreement may be viewed at CCH SF5" web site
(www.cchsfs.com/legal/), at the time of installation, or within the product’s menu. By
installing and/or using the Product or by otherwise indicating acceptance

(electronically or otherwise) of this Agreement, Customer acknowledges agreement to

the terms set forth below.

1. 1. DEFINITIONS. Capitalized terms used but not defined elsewhere in this
Agreement shall have the respective meanings set forth below:

1.1, “Affiliate” means with respect to an entity party to this Agreement, any entity which,
directly or indirectly, controls, is controlled by or is under common control with such =

@) | accept the terms in the license agreement

() 1 do not accept the terms in the license agreement

Male Mext = ][ Cancel ]

3. Select the | accept the terms in the license agreement radio button to indicate that you have read and agree to
the terms of the license agreement; then, click Next.
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i ATX 2017 - InstaliShisld Wizard (=3l

ATX 2017 - What's New

CCH® AnswerConnect and CCH?® IntelliConnect® Integration
Your ATX Software now includes integrated Tax Research for CCH AnswerConnect
A I x and CCH IntelliConnect subscriptions.

CCH iFirm Client Portal

CCH iFirm Client Portal replaces PortalSafe. With CCH iFirm Client Portal
integration you'll have access to an easy and secure solution to organize and
share important documents with clients

"5 Wolters Kluwer

[ Next = ] [ Cancel ]

4. Click Next.

ki ATX 2017 - InstaliShield Wizard (==

About the Installation Process

=¥ Both client and server installations are handled by a single installer.

=& Youcan choose one of the following installation types for each machine.
- Stand-Alone
17 - Network (Server Only, Workstation Only, or Workstation and Server)

=& Youdo not need to map network drives for network installs

Click the link below to launch a video that provides more details about the
ATX Installation process.

"5 Wolters Kluwer

[ Next = ] [ Cancel ]

5. Click Next.
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m.ﬂTXZﬂl?—ImﬂSrield\!\ﬁzad

Select Your Install Type

Stand-Alone

Choose Stand-Alone if you don't need to share client dota.

Network
Choose Network if you want to share client data between computers and store it in one
central location.

< Back ] [ Cancel

6. Select the Network option.

mATXZﬂlT—InstﬂSrieldWi?zd

Select Your Install Type

Server Only
Choose this install type if you will use this machine ONLY as a server to share client data
with workstations.

Workstation Only

Choose this install type if you will be preparing tax returns on this machine and need to
connect to a server to access shared client data.

Workstation and Server
Choose this install type if you will be preparing tax retums on this machine and this
machine will act as the server to share client data with other workstations.

< Back ] [ Cancel

7. Click the Server Only option.
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8 a7 2017 - InstaliShieid Wizard (=3l

Confirm Your Install Type
Please confirm your install information before continuing.

Install Type: Network (Server Only)

1 will be using this machine ONLY as a server to share client data with

workstations.

InstallShieldi < Back ] [ Install ] [ Cancel

8. Click Install.

" Installation speed may vary depending on your operating system or Internet speed.

m.ﬂTXZﬂl?—InsﬂShidd\!\ﬁzad @

The InstallShield Wizard has successfully installed ATX 2017. Click Finish to
exit the wizard

9. Click Finish.

This completes the Server only installation process. To install a workstation only, see Network Workstations
Installation.

"% Ifyoureceive a Network Setup Not Complete message, click the Help link for Network Troubleshooting
~ Tips.
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Network Workstations Installation

Before installing ATX on network workstations, you must do the following:

« Install and launch ATX on the server. See Network Server Installation.
« Accept any updates available on the server. See Downloading ATX.

%, This topic gives steps to perform the Network - Workstation Only installation. If you're unsure of your install type, see
- What Install Type Do | Need?.

To setup ATX on a network workstation:

2 As a precaution against losing work in other programs, you should shut down all other applications on your computer
before beginning your ATX installation.

To install and activate an ATX workstation:

2 You should have already installed ATX on the server before trying to install ATX on a workstation. If you have not
installed the server yet, see Network Server Installation.

1. Do one of the following:

« Install from DVD: Insert the DVD provided in your product shipment into the DVD-ROM drive. Refer to If ATX
DVD Doesn't Start Automatically if necessary.

« Download from Web: ATX can be downloaded from the Customer Support Site. See Downloading ATX.

i ATX 2017 - InstallShield Wizard [

Welcome

VAN D, € instalishield Wizard for ATX 2017
17

The Installshield(R) Wizard will install ATX 2017 on your computer. To
continue, click Next.

WARNING: This program is protected by copyright law and intemational treaties.

": Wolters Kluwer

Imstel Skl [ Next = ][ Cancel ]

2. Click Next.
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8 a7 2017 - InstaliShieid Wizard (=3l

License Agreement

Please read the following license agreement carefully.

This CCH Small Firm Services Standard Product License Agreement (this “Agreement”) +
is made by and between Universal Tax Systems, Inc. d/bfa CCH Small Firm Services, its
successors, and assigns (“CCH SF5”) and “Customer” (as defined below), and governs
Customer's use of any CCH SFS product that is accompanied by an electronic copy of

this Agreement. This Agreement may be viewed at CCH SF5' web site
(www.cchsfs.com/legal/), at the time of installation, or within the product’s menu. By
installing and/or using the Product or by otherwise indicating acceptance

(electronically or otherwise) of this Agreement, Customer acknowledges agreement to

the terms set forth below.

1. 1. DEFINITIONS. Capitalized terms used but not defined elsewhere in this
Agreement shall have the respective meanings set forth below:

1.1, “Affiliate” means with respect to an entity party to this Agreement, any entity which,
directly or indirectly, controls, is controlled by or is under commaon control with such -

@ | accept the terms in the license agreement

(™) 1 do not accept the terms in the license agreement

Melle Mext = ][ Cancel ]

3. Select the | accept the terms in the license agreement radio button to indicate that you have read and agree to
the terms of the license agreement; then, click Next.

8 27x 2017 - InstaliShieid Wizard (el

ATX 2017 - What's New

CCH? AnswerConnect and CCH? IntelliConnect?® Integration

Your ATX Software now includes integrated Tax Research for CCH AnswerConnect
A I x and CCH IntelliConnect subscriptions.

CCH iFirm Client Portal

CCH iFirm Client Portal replaces PortalSafe. With CCH iFirm Client Portal
integration you'll have access to an easy and secure solution to organize and
share important documents with clients

g': Wolters Kluwer

el [ Mext = ][ Cancel I

4. Click Next.
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5. Click Next.

B am 2007 - tnstatishieid Wizard [
About the Installation Process

=P Both client and server installations are handled by a single installer.

= You can choose one of the following installation types for each machine.
- Stand-Alone
- Network (Server Only, Workstation Only, or Workstation and Server)

17

= You do not need to map network drives for network installs

Click the link below to launch a video that provides more details about the
ATX Installation process.

": Wolters Kluwer

=S g P [ Next = ] [ Cancel ]

m.ﬂTXZﬂl?—ImﬂSrialdWiud @

Select Your Install Type

P Stand-Alone

Choose Stand-Alone if you don't need to share client dota.

#+ Network
> Choose Network if you want to share client dota between computers and store it in one
central location.

< Back ] [ Cancel

6. Select the Network option.
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m.ﬂTXZﬂl?—ImﬂSrield\Mzad

Select Your Install Type

=l

t‘?@ Server Only

L

with workstations.

Choose this install type if you will use this machine ONLY as a server to share client data

¢®  Workstation Only

connect to a server to access shared ¢

Workstation and Server

o 1

Choose this install type if you will be preparing tax returms on this machine and need to
ent data.

Choose this install type if you will be preparing tax retums on this machine and this
machine will act as the server to share client data with other workstations.

< Back ][ Cancel

7. Click the Workstation Only option.

m.ﬂTXZﬂl?—ImﬂSrield\Mzad

Confirm Your Install Type

Please confirm your install information before continuing.

Install Type: Network [Workstation Only)

server to access shared client data.

1 will be preparing tax returns on this machine and need to connect to a

< Back ][ Install ][ Cancel

8. Click Install.

IF%‘

Installation speed may vary depending on your operating system or Internet speed.
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[ 2 2017 - Instslishizid Wizsrd [

CCH Browser Search

The CCH Browser Search plugin allows searching directly from your web browser using any major search
engine.

Go gle et X

Install CCH Browser Search plugin

“%. The option toinstall the CCH Browser Search plug-in only displays if you do not already have the plug-in
- installed.

%, Thelnstall CCH Browser Search plug-in check box is selected by default. If you do not want to install the
- CCH Browser Search plug-in, click the Install CCH Browser Search plug-in check box.

9. Click Next.

[ 27 2017 - Instaishield Wizzed (23]

The Installshield Wizard has successfully installed &TX 2017. Click Finish to
exit the wizard

10. Click Finish.
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% If you selected toinstall the CCH Browser Search plug-in, the installation will now begin. For information on
~ installing and setup, see CCH Browser Search Plug-in Installation.

This completes the ATX installation process. The ATX icon is placed on your desktop.
A Ifyoureceive a Network Setup Not Complete message, click the Help link for Network Troubleshooting
== Tips.
Workstation Activation

1. Double-click the ATX™ 2017 icon on your desktop. Typically, the system automatically connects the network
workstation with the server, and the ATX splash screen appears and remains on screen for a few seconds.

A Ifthe system doesn't automatically locate the server, a Find Network Server dialog box appears. See
“= Finding Your Network Server.

"% TheActivation Codes Dialog Box appears the first time you start the application after installation.

Activation Codes [E]

To activate a new product, enter your activation code and click Activate,

Enter your activation code:

Products:

2. Enterthe product Activation Code from your Fulfillment Confirmation Slip.

" You can copy and paste your activation code into this dialog box.

3. Click Activate. The product name appears in the Activated Products pane.

A If you purchased a product that is bundled with a Payroll Compliance or W2/1099 product, do not enter that
=== Activation Code in this dialog box. Instead, read the note at the bottom of the dialog box and click the link that
says Click here for installation instructions. See W2-1099 or Payroll Compliance for these installation
instructions.
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Activation Codes
To activate a new product, enter your activation code and click Activate.

Enter your activation code: | = = =

Products:
MAX Program

@ Payroll forms are included in your package via a separate install.
Click here for installation instructions

ﬁ@ Activate ][ Cancel

4. ATX opens tothe Welcome To ATX dialog box.

il Welcome To ATX

Login passwords do not rollover from prior
year versions and are different than
passwords used on the support site.

Passwords expire every 90 days.

User Name
Professional Tax Software Admin
Enter a new password:
Tax Year 2017 )
Re-enter new password:
&5 Wolters Kluwer
@ Help [7] Remember User Name [ Login | [ Cancel

5. The User Name field defaults to Admin. You must first establish a password for the Admin user in order to access
ATX.

”:_ If User Names are not yet created, a message will prompt the Admin user to create users.

%, Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter
o Atleast 1lower case letter

o Atleast 1 number
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« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

(Optional) Select the Remember me check box to have your User Name automatically populated when you
launch the application from this workstation.

Click Login. ATX opens to the Return Manager and presents the Download Forms Updates dialog box (which
gives you the opportunity to get the latest forms).

Downlead Form Updates =]

You can customize what types of forms will update in preferences,

o
@lﬂdjust form update settings|

Click Continue to check for form updates.

=| Form Update Report [ Continue l [ Cancel |

In the Download Form Updates dialog box, click the Adjust form update settings link.

Preferences =]
All Managers Program Updates
Return Manager Update program on startup

Rollover Manager

Updat t|12:00 AM 2
Preparer Manager prmEme |—"|

E-file Manager Form Updates
Cpen Return Update forms on startup
- Select Forr'r?s - [7] Update forms at | 12:00 AM = =
Client Communication 3
Print Select the forms you want to include when checking for form updates.
Form Display Federal State
Updates Select All =]
Calculator Individual z ;
Backup Corporate [+ [l
Partnership || [
Fiduciary ] ]
Sales & Use z ;
Applications ¥ ]
Payroll [+ [l
Pension/Benefits [+ I
Estate ¥ ]
Gift [¥] [C]
Exernpt Org v N
@ Helgﬁ'g Reset Defaults Import Preferences Cancel |

Select the check box(es) next to the package(s) you frequently work with under the Form Updates area of the
dialog box.

Scroll down to the section with the state check boxes; then, select the state(s) you want to include in your form
updates.

Click Apply, and then OK.
In the Download Form Updates dialog box, click Continue.
When the Update Results dialog box appears, indicating that the download was successful, click Close.

Finding Your Network Server

In most cases, if you've already installed ATX on your network server, the system will automatically recognize the server's
location and will link a network workstation to the server.
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If the system is unable to find your server, the Find Network Server dialog box appears:

Find Metwork Server &

Select a network server.

The program will continue to search for netwerk servers and
display them here.

Can't find network server?

Change Port | Cancel |

1. Select the server from the list.

2. Click Next.
Metwork Setup Completed Successfully (]
@ This workstation is now setup to communicate and share files
with the ATK Tax Server,
You are connected to the following server:
3. Click Close.

% Ifthe serveris notin the list, follow instructions for Adding a Server.

Adding a Server

If you are using a network environment, setting up a server is the first step in getting your network up and running. If you have
already installed ATX on the server but the server is not automatically identified during the network workstation installation,
you may need to add the server manually.
To add the name of a server that does not automatically appear in the list:

1. From the Find Network Server dialog box, click the Can't Find Network Server? link.

%, SeeFinding Your Network Server.
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2. Click Browse.

3. Select the computer that is the server, and click OK.

The Add ATX Tax Server dialog box appears with the name of the selected server.

4. Click Next.

Chapter 2: Installation and Activation

Add ATH Tax Server

Enter the name for the ATX Tax Server:

View examples

]

Browse... |

Cancel |

Browse for Computer

€ Network
‘W

m

Cancel
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Add ATX Tax Server

Enter the name for the ATX Tax Server

Browse...

Add ATX Tax Server

@ You have successfully added the following ATX Tax Server:

&l

Finish |

Mext

| [ Cancel

5. Select the name of the server for which you just browsed, and click Next.

Installation will continue on the network workstation, now that the server has been identified.

%, See Network Workstations Installation.

Workstation and Server Installation

This topic provides instruction links for the Workstation and Server selection during the installation routine.

To install ATX on this machine so it can be used as both an active workstation and as the network server:

1. Do one of the following:

« Install from DVD: Insert the DVD provided in your product shipment into the DVD-ROM drive. Refer to If ATX

DVD Doesn't Start Automatically if necessary.

« Download from Web: ATX can be downloaded from the Customer Support Site. See Downloading ATX.

Wi ATX 2017 - InstaliShield Wizard

Welcome

5

VAN D, @ instalishield Wizard for ATX 2017
7

The Installshield(R) Wizard will install ATX 2017 on your computer. To
continue, click Next.

WARNING: This program is protected by copyright law and intemational treaties.

": Wolters Kluwer

[ Next = ] [ Cancel

]

2. Click Next.
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8 a7 2017 - InstaliShieid Wizard (=3l

License Agreement

Please read the following license agreement carefully.

This CCH Small Firm Services Standard Product License Agreement (this “Agreement”) +
is made by and between Universal Tax Systems, Inc. d/bfa CCH Small Firm Services, its
successors, and assigns (“CCH SF5”) and “Customer” (as defined below), and governs
Customer's use of any CCH SFS product that is accompanied by an electronic copy of

this Agreement. This Agreement may be viewed at CCH SF5' web site
(www.cchsfs.com/legal/), at the time of installation, or within the product’s menu. By
installing and/or using the Product or by otherwise indicating acceptance

(electronically or otherwise) of this Agreement, Customer acknowledges agreement to

the terms set forth below.

1. 1. DEFINITIONS. Capitalized terms used but not defined elsewhere in this
Agreement shall have the respective meanings set forth below:

1.1, “Affiliate” means with respect to an entity party to this Agreement, any entity which,
directly or indirectly, controls, is controlled by or is under commaon control with such -

@ | accept the terms in the license agreement

(™) 1 do not accept the terms in the license agreement

Melle Mext = ][ Cancel ]

3. Click the |l accept the terms in the license agreement radio button to indicate that you have read and agree to the
terms of the license agreement; then, click Next.

8 27x 2017 - InstaliShieid Wizard (el

ATX 2017 - What's New

CCH? AnswerConnect and CCH? IntelliConnect?® Integration

Your ATX Software now includes integrated Tax Research for CCH AnswerConnect
A I x and CCH IntelliConnect subscriptions.

CCH iFirm Client Portal

CCH iFirm Client Portal replaces PortalSafe. With CCH iFirm Client Portal
integration you'll have access to an easy and secure solution to organize and
share important documents with clients

g': Wolters Kluwer

el [ Mext = ][ Cancel I

4. Click Next.
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5. Click Next.

B am 2007 - tnstatishieid Wizard [
About the Installation Process

=P Both client and server installations are handled by a single installer.

= You can choose one of the following installation types for each machine.
- Stand-Alone
- Network (Server Only, Workstation Only, or Workstation and Server)

17

= You do not need to map network drives for network installs

Click the link below to launch a video that provides more details about the
ATX Installation process.

": Wolters Kluwer

=S g P [ Next = ] [ Cancel ]

m.ﬂTXZﬂl?—ImﬂSrialdWiud @

Select Your Install Type

P Stand-Alone

Choose Stand-Alone if you don't need to share client dota.

#+ Network
> Choose Network if you want to share client dota between computers and store it in one
central location.

< Back ] [ Cancel

6. Select the Network option.
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m.ﬂTXZﬂl?—ImﬂSrield\Mzad

Select Your Install Type

=l

®a# Server Only
e - Choose this install type if you will use this machine ONLY as a server to share client data

with workstations.

¢®  Workstation Only

Choose this install type if you will be preparing tax returms on this machine and need to
connect to a server to access shared client data.

- ®# Workstation and Server
Choose this install type if you will be preparing tax retums on this machine and this
machine will act as the server to share client data with other workstations.

< Back ][ Cancel

7. Click Workstation and Server.

8. Click Install.

IF%‘

m.ﬂTXZﬂl?—ImﬂSrield\Mzad

Confirm Your Install Type

Please confirm your install information before continuing.
Install Type: Metwork (Workstation and Server)

1 will be preparing tax returns on this machine and this machine will act as
the server to share client data with other workstations.

P

< Back ][ Install ][ Cancel

Installation speed may vary depending on your operating system or Internet speed.
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[ 2 2017 - Instslishizid Wizsrd [

CCH Browser Search

The CCH Browser Search plugin allows searching directly from your web browser using any major search
engine.

Go gle et X

Install CCH Browser Search plugin

“%. The option toinstall the CCH Browser Search plug-in only displays if you do not already have the plug-in
- installed.

%, Thelnstall CCH Browser Search plug-in check box is selected by default. If you do not want to install the
- CCH Browser Search plug-in, click the Install CCH Browser Search plug-in check box.

9. Click Next.

[ 27 2017 - Instaishield Wizzed (23]

The Installshield Wizard has successfully installed &TX 2017. Click Finish to
exit the wizard

10. Click Finish.
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This completes the ATX installation process. The ATX icon is placed on your desktop.

Y If you receive a message that your network setup is not complete, click the Help link for Network
=== Troubleshooting Tips.

"% Ifyou selected toinstall the CCH Browser plug-in, the installation will now begin. For information on installing
- and setup, see CCH Browser Search Plug-in Installation.

Network Server and Workstation Activation

1. Double-click the ATX icon.

"% TheActivation Codes Dialog Box appears the first time you start the application after installation.

Activation Codes [E]

To activate a new product, enter your activation code and click Activate,

Enter your activation code:

Products:

0 [ ama |

2. Enterthe product Activation Code from your Fulfillment Confirmation Slip.
3. Click Activate. The product name appears in the Activated Products pane.

% If you purchased a product that is bundled with a Payroll Compliance or W2/1099 product, do not enter that
—= Activation Code in this dialog box. Instead, read the note at the bottom of the dialog box and click the link that
says Click here for installation instructions. See W2-1099 or Payroll Compliance for these installation
instructions.

49



Chapter 2: Installation and Activation

Activation Codes
To activate a new product, enter your activation code and click Activate.

Enter your activation code: | = = =

Products:
MAX Program

@ Payroll forms are included in your package via a separate install.
Click here for installation instructions

ﬁ@ Activate ][ Cancel

4. ATX opens tothe Welcome To ATX dialog box.

il Welcome To ATX

Login passwords do not rollover from prior
year versions and are different than
passwords used on the support site.

Passwords expire every 90 days.

User Name
Professional Tax Software Admin
Enter a new password:
Tax Year 2017 )
Re-enter new password:
&5 Wolters Kluwer
@ Help [7] Remember User Name [ Login | [ Cancel

5. The User Name field defaults to Admin. You must first establish a password for the Admin user in order to access
ATX.

%% Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter

o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed
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(Optional) Select the Remember me check box to have your User Name automatically populated when you
launch the application from this workstation.

Click Login. ATX opens to the Return Manager and presents the Download Forms Updates dialog box (which
gives you the opportunity to get the latest forms).

Download Form Updates =]

You can customnize what types of forms will update in preferences.

o)
ust form update settings
QP \Adjust form update seffings)|

Click Continue to check for form updates.

=| Form Update Report [ Continue l [ Cancel |

In the Download Form Updates dialog box, click the Adjust form update settings link.

Preferences =]
All Managers Program Updates
Return Manager | Update program on startup
Rollover Manager 7
Update program at | 12:00 AM
Preparer Manager
E-file Manager Form Updates
Open Return | Update forms on startup
- Select Forr'r?s - Update forms at | 12:00 AM 5 =
Client Communication b
Print Select the forms you want to include when checking for form updates.
korm lisplay Federal State
Updates Select All v
Calculator Individual i
Backup Corporate +
Partnership +
Fiduciary <
Sales & Use +
Applications +
Payroll a
Pension/Benefits v
Estate +
Gift b
Exernpt Org v N
@ Help 5 Reset Defaults Import Preferences Cancel |

Select the check box(es) next to the package(s) you frequently work with under the Form Updates area of the
dialog box.

Scroll down to the section with the state check boxes; then, select the state(s) you want to include in your form
updates.

Click Apply, then click OK.
In the Download Form Updates dialog box, click Continue.
When the Update Results dialog box appears, indicating that the download was successful, click Close.

Next step: Perform Workstation Only installations and activate ATX on other computers on the network. See Network
Workstations Installation.

IMPORTANT! Network users will be required to sign in to use the ATX program. The Admin user must setup users in
== Security Manager in order for users to acquire their User Names.
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Activation Codes Dialog Box

Activation code(s) are included in your initial product installation kit. They can be found on the Fulfillment Confirmation Slip.

Toinstall ATX, you'll use one designated activation code. If you purchased an ATX bundle with payroll functionality, you'll
have a second activation code specifically for payroll.

%, If you purchase Additional License packs, ATX Add User License(s) appears in the Product pane. This single entry
~ covers all your Additional License purchases. To confirm your product purchases, go to My Products on the MyATX
Solution Center.

The Activation Codes dialog box can be accessed two ways:

o Whenyoufirstinstall ATX, it appears automatically.
« From within ATX, select Activate Product(s) from the Support menu to open the Activation Codes dialog box.

Activation Codes [E]

To activate a new product, enter your activation code and click Activate,

Enter your activation code: |

Products:
MAX Program

ﬁ Payroll forms are included in your package via a separate install.
Click here for installaticn instructions

@@E Activate ][ Cancel

Item Description

Find your activation code(s) on the Fulfillment Confirmation slips

Enter your Activation Code that come with your Installation Kit.

If you enter a successful activation code, the name of the product
Products appears in this pane. You can enter the activation codes for multiple
products and then activate all of them at once.

For customers who use payroll forms, this message provides a link
Information message to installation instructions for payroll products. See W2-1099 or
Payroll Compliance.

Help Launches Program Help.
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Item Description
Activate Activates products listed in the Products pane.
Close Closes the Activation Codes dialog box.

If ATX DVD Doesn't Start Automatically

If you insert the ATXDVD and the installation doesn't start automatically, follow these steps:

1. Open the Windows Start menu and enter Run in the Search field.
2. Inthe Run dialog box, type X:\Startup.exe (where X = your DVD-ROM drive).
3. Click OK.

Using ATX on a Network

Working in a networked environment is an efficient way to share data among multiple users while ensuring the security of the
data in your network. Although there are a few restrictions, there are also some ways that you can customize your
workstation without affecting other network users.

Customize Your Networked Workstation

The following settings are stored on a per user basis, so you can make changes without affecting the work of other users:

« Marking returns in any main manager. A user can mark some returns; then, if he/she logs into a different
workstation, he/she will see the same returns marked.

« Column sizing and re-positioning: You can change the size or position of any main or setup manager without
affecting how it looks for other users. See Customizing Managers for more information.

Network Users Must Log in

All network users must have their own, unique user name in the system. This means several things:

« Each network can only have one Admin user.

« All network users must be set up in Security Manager (the Admin user is already set up by default). See Adding
Users to the System for more information.

« All network users will log in every time they open the application. See Logging In for more information.

Restrictions

You are restricted from doing the following if you're a networked ATX user:

« Users cannotlog in on more than one workstation at a time. Users who share a User Name will not be allowed
to login to the application at the same time.

« Returns can only be open by one network user at a time. A Locked Return message tells you the name of the
user and the workstation ID where the return is open. This prevents overwriting of information.

« Only one user at a time can transmit e-files or process acknowledgements (Acks) through the EFC. A dialog
box appears telling you the name of the user who is already processing.

« Returns cannot be deleted if they're open by another user.
« Extensions. You cannot create or print an extension for an open return. Close the return and try again.
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Network Troubleshooting Tips

If you received a Network Server Not Complete message, follow the tips in this topic.

Unable to locate the ATX Tax Server

If the system can't automatically locate the server, check the following:

1. Have you installed ATX on the server yet?

« Ifno, you must install on the server first before adding network workstations. See Network Server Installation
for complete instructions.

. Ifyes,gotoTip2.
2. Did the server install successfully?

« Ifno, reinstall the server. (Check the server's Program Data and Program Files folders for ATX 2017 folders.
Delete these if found, then follow instructions in Network Server Installation to re-install ATX on the server.)

« Ifyes, refertoinstructions in Adding a Server. From the Add ATX Tax Server dialog box, you can search for
the server by computer name. If the server is found, your network setup will continue.

3. Ifthe server still cannot be found, reboot (restart) the server.
« Follow instructions for Adding a Server. If the server is found, setup will continue.
« Ifthe serveris still not found after the reboot, go to Tip 4.
4. Are the server and the workstation you are configuring on the same network?
« Ifno, contact an IT professional to assist.
« Ifyes, try instructions again for Adding a Server.

Server Connection Error

If the ATX program loses connection with the ATX server, you may receive a server connection error:

Server Connection Error @

There was an issue connecting this workstation to the ATX Server.
Click Retry to retry the connection.

Retry | [ Cancel

This error can occur on networked workstations or on stand-alone systems.
If you receive this error, click Retry to restart the server.

If this does not resolve the issue, contact ATX Support.

Uninstalling ATX

To uninstall ATX, you must uninstall both the ATX program as well as the ATX server from the Programs and Features folder
in your system's Control Panel. It's important to note that your data is not removed from the system during this process; it
remains intact and will be visible if you reinstall ATX.
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E If you need to perform a complete uninstall (which would include uninstalling or removing the database from your
system), you should contact ATX Support for assistance.

Part 1: Uninstalling the ATX 2017 Program

To uninstall ATX:

1. Click the Windows® icon and select Control Panel.
2. Select Programs and Features.

For ATX, you'll see ATX 2017 and ATX Server 2017.

3. Right-click ATX 2017 in the program list.
4. Click Uninstall.
5. Click Yes.

Part 2: Uninstalling the ATX Server 2017

Click the Windows icon and select Control Panel.
Select Programs and Features.

Right-click ATX Server 2017 in the program list.
Repeat Steps 4 and 5 above.

b=

%, Uninstalling ATX does not uninstall the CCH Browser Search plug-in.

W2-1099 or Payroll Compliance

If your ATX product bundle includes a payroll product, the payroll product must be installed (downloaded) separately. Most
customers will install it from the MyATX Support Center website.

%, The activation code for your W-2/1099 or Payroll Compliance product is printed on your Fulfillment Confirmation Slip,
~along with your ATX activation code. Make sure to enter the payroll code when downloading the payroll product from the
website.

Installing from the Website

To install either the W-2/1099 or Payroll Compliance products from the website:

1. Enterwww.MyATX.com in your Web browser.
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3 WOlte rs Kluwer Welcome Guest | Login

ATX

Solution Center

Renew Today %

Preparer Solutions My Account Quick Links

Latest News *Tax Season Readiness™ Change Address Tax Update Newsletter
Knawledge Base Download Center Customer Environment Shipping Schedule

ATX Blog Conversions My Froducts ATX Forms Schedule
E-file Status User Guides Review Fees E-file Availability
Community Board Reports Refund Settiement Summary Calendars and Charts
Education Library System Requirements Teamviewer-Remote Utility
ACA Resources InteliConnect Research

National Tax School

How to use Your Solutions Center Account Services Business Partners
‘Your Solution Center Tutorial Refund Settiement Protection Plus
Knowledge Library Tutorial gg‘;:‘cﬂa’;iségﬂlrme”" ERO Bank iTransact
Creating User Accounts Tutorial Staples Advantage
. Online Bill Pay . o . g ’
Reter A Friend Bers;mmp ;mmunlta ions
Billing Detail aniing Farners
NATP
And more

Partner Services.

ATX Program Downloads Forms Release Schedule
ATX Tax Program

This table lists dates on which ATX expects to post forms approved for paper filng. A similar tabie exists for e-file approval on the E-File

ATX Payroll Program
2017 Program Updates
ATX 2017 Updates Can'tfind a form? You can Request a Form and we'l consider adding it to our library.
Payroll 2017 Updates

Estimated Release Date for All Forms Learn About the Defi
PDF Forms & Instructions

ons of Status Messages AL v

Conversions Form Name Description Current Status Estimated Approval

ATX Forms Schedule AR 1000MS Waived for 2016 Not Available Not Released from Tax Agency
Request a Form Hi314 ‘Annual Premium Tax Statement Nat Available Not Released from Tax Agency
State DORs HI323 Monthly Premium Tax Statement Not Available Not Released from Tax Agency
CCH Intelliforms ME 120X-ME Combined with Form ME 1120ME Not Available Not Released from Tax Agency
ATX Quick Tax Estimator | [\E Sch 24 (3414) Combined with Form ME 241-ME (2017)  |Not Available Not Released from Tax Agency
CrolARETHETD M1 Walker WW3 Use Form MI CFW-3 Not Avallale Not Released from Tax Agency
LI FE e R MN ABR (10/17) Application for Business Registration Pending Approval 101212017

Blicq¥eariptatey NE 10 (10117) Local Sales and Use Tax Return Not Availzble 10212017

;::\::r:elm“ o NJ1040.5C (2017)  |E2ument on Behaf of Nonconsenting Approved Approved

Product Catalog NJS0ONOL(2017) [ of the NOL Deduction Not Available 1/5/2018

Trade Shows NJ CBT-100 (2017) Corporation Business Tax for 07/17-06113 | Not Available 1152018

Contact Us NJ CBT-1008 (2017) | Corporation Business Tax for 07/17-D6/13 | Not Available 1/5/2018

:;:';:::::: Case NJ GET-1008v (2017) |8 Sorporation Business Tax - Fayment gt auziiasie 112018

Email customer Service | [\ caT100y (2017) | COr9ratien Business Tax - Payment

icher Not Available 1112018

Tax Update Newsletter
————————————— |\ cBT1500/1508 47 | COMReration Business Tax Estimated

Fayment Voucher Nat Available 152018

3. From the menu items on the left, select ATX Payroll Program.
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Client 1D

Username

Password

account

Remember Me

Client Login

Please login to your account by completing the form below

User Verification ( what's this? )

WARNING: Three unsuccessful login attempts will lock your

Must be at least 8 characters in
length

Must not exceed 100 characters

Must contain at least one number

Must contain at least one special
character(#2|@5%"&*-)

Must contain at least one upper
case character

Must contain at least one lower
case character

Case-sensitive

Cannot contain the user name

J

Cannot reuse any of your last 10

I'm not a robot passwords

Passwords expire every 90 days

Need Help?

Forgot username or passwaord?

If you are not logged in, enter our Client ID in the Client ID box and press the Tab key
. Enteryour User Name in the User Name box and press the Tab key.

Enter your Password in the Password box.

. Select the Remember me check box if you want the Solution Center to remember your information the next time

8. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click

the Verify button.
9. Click Log In.

10. Click Download.

A dialog box appears, asking you if you want to Run, Save or Cancel the installation.

ATX

Support Center

Manage Users | Logout

ATX Communities

ATX Program Downloads
ATX Tax Program
ATX Payroll Program
2017 Program Updates
ATX 2017 Updates
Payroll 2017 Updates
PDF Forms & Instructions
Conversions
ATX Forms Schedule
Request a Form
State DORs
CCH Intelliforms
ATX Quick Tax Estimator
Client Accounting Suite
ATX PaperLess Plus

Prior Year Updates

Concierge Care | [IEnllong

ATX Home

E-File Center Partner Services

ATX Payrol

Below are the ATX payroll products that are currently available to you for download. If you ordered other tax
preparation products that do not appear in the list, please call customer service at 300-6338-3291

ATX Payroll Products

Activation/installation Code  Download

ATX- Payroll Compliance

PRCOMPREPORT | Reporting Download

IMPORTANT: ATX Tax and ATX Payroll are separate products, they should be installed to individual
directories. Do NOT install both products to the same directory. Do NOT download and install the tax
program(s) on this page if you have already installed them from a different source like 2 CD. Instead, use
the "Updates’ icon on the toolbar in Return Manager to obtain the latest updates.

|An activation code is entered the first time you open your tax program after installing.An installation code
is entered during installation, before you open your tax program for the first time.

Company ion
Product Catalog

Trade Shows

Contact Us

Open a Support Case
View My Cases

Email Customer Service
Tax Update Newsletter

To download your ATX Payroll software
1. Click ‘Download’ button beside the application you want to install.
2. In the ‘File Download’ dialog window , click "Save’
3. In the 'Save As...' dialog window, select 'Desktop’ from the 'Save in' drop down box and click 'Save”

4. Click the file on your Deskiop to start the installation.

11. Click Run to install to the current workstation.
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The installation begins and the License Agreement appears.

12. Click | Accept to indicate that you accept the terms of the License Agreement.

Activation Codes
Please enter each activation code from your packing list.

Enter your first activation code:

Products

Mext Back Exit Setup

13. Enter your W-2/1099 or Payroll Compliance activation code from the Activation/Installation Code box.

The product name appears in the Products pane.

14. Click Next.

Install Options

Pleasze select an installation choice.

(¢ Standard Installation Details for Standard

(" Custom Installation Details for Custom

v Place program shortcuts on my Deskiop.

Mext

Back Exit Setup

15. Select an installation type:
« Standard Installation - click Details for Standard to see what's included. Select this for Stand-Alone
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installations.
« Custom Installation - click Details for Custom to see what's included. Select this for Network installations.
% Do not install the W-2/1099 or Payroll Compliance product to the same folder as ATX™ 2017.

—

The Product Setup dialog box shows the progress of the installation.

Installation Complete
Installation is complete.

Select a program and click Star, or click Exit Setup:

Payroll Compliance Reporing

Start Exit Setup

16. To open the application, click Start.

Automatic Update

Your preferences are setto automatically update this
program and forms each time you start your program.

You can disable this feature on the Automatic Update tab
of Preferences.

Click Update Mow to abtain form and program updates
and open your program.

Click Skip Update to apen your program without checking
for form and program updates.

Skip Update

17. Toreceive the latest version of the forms as well as the program, click Update Now.
Installing from a DVD

To install either the W-2/1099 or Payroll Compliance products from a DVD:

To install either the W-2/1099 Payroll Compliance products from a DVD, insert the DVD provided in your product shipment
into the DVD drive. If the program does not start automatically:
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1. Click the Windows Start button and type Run in the field.
2. Inthe Run dialog box, type X:\Setup.exe (where X = your DVD-ROM drive).
3. Click OK.

Running W-2/1099 or Payroll Compliance on a Network

To run either W-2/1099 or Payroll Compliance on a network, you'll need to:

« Share the product installation folder to all workstations before running NetSetup on all the workstations. For folder
permission and sharing instructions, contact your network administrator.

o Run NetSetup on your workstations.
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Are you evaluating ATX?

Thank you for your interest! To order ATX products or for assistance choosing the right products for your firm, contact
one of our Software Consultants at 1-877-728-9776 or at SFS.Sales@wolterskluwer.com. Software Consultants are
available Monday through Friday, 8:30 AM to 6:00 PM Eastern Time.

Have you purchased ATX?

Whether you need technical support or the answer to a simple question, we offer a variety of ways to get your
questions answered.

« Fax

« Phone Support

« Community Forums - Talk to Us, Talk to Each Other
« Online Support

« MyATX Solution Center

« Using the ATX Knowledge Base

« ATX Communities

« Support Web Sites

« Customer Service Utilities

Fax

Send your questions (include screenshots if necessary) to the following number, so we can best assist you (be sure to
include Attention: Customer Care on all faxes):

. 1-888-815-7587

61



Chapter 3: Contact Us

Phone Support

For complete details on hours of operation both on and off-season, visit our Contact Us page by entering
https://www.cchsfs.com/contact/ in your Web browser.

« MAX Customers 1-800-638-8291

PRS Only
« PRS Customers 770-857-5602

Information You May Need

In some cases, a Customer Care representative may ask you for your ATX program version number, as well as your Client

ID. You may also need to provide your installation type (stand-alone or network) and the computer path where ATX is
installed.

To access this information:

1. From any of the Main Managers, click the Support menu.
2. Select About.

The About ATX dialog box appears. The Copyright tab provides the Program Version as well as your Client ID:

About ATX =)

ATX :

‘:; Wolters Kluwer
ATX 2017

|Program Version: 17.0.6267.19462 | i is [ :
Forms Information Version: None Client ID: 0001

Copyright ‘ License | Programs I Version Info I Additional Information |

®2018 Universal Tax Systems, Inc. andfor its affiliates and licensors. 211 rights
regerved.

Warning: This computer program is protected by copyright law and international
treaties. Unauthorized reproducticn or distribution of this program, or any portion of
it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law. Products, brands or services are trademarks of
their respective manufacturers.

Portions of this computer program contain the intellectual property of the following
third party licensors:

Copyright ® 1892-1998 EllTech Development, Inc.

Copyright ® 2001-2007 Mike Krueger, John Reilly.

Copyright ® 2004-2011 Jarcslaw Kowalski.

Copyright ® 2005-07 Marcos Meli.

Farmirridht @ 2008 Mare Grawall

[ Contact Us 4= System Info /= Admin Console

"% The Copyright tab is displayed by default. The License, Programs, Version Info, and Additional
~ Information tabs provide further details.

Community Forums - Talk to Us, Talk to Each
Other

Our ATX Communities are a great way to ask questions and to exchange knowledge with us and other tax professionals. See
ATX Communities.
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Online Support

If you need technical assistance, be sure to use our online support available 24 hours a day at www.MyATX.com. You will be
able to find answers to many of your questions.

Even More Online Resources

See the following topics to find out more about these resources:

« MyATX Solution Center
« Using the ATX Knowledge Base
o Support Web Sites

MyATX Solution Center

The Solution Center, accessed by enter www.MyATX.com in your web browser, is the starting point for a wide variety of
information and activities. It allows you to quickly access many tasks without logging in such as:

« LatestNews

» Knowledge Base (Knowledge Library)
« ATXBlog

« Education Library

« ACA Resources

« Download Center

« System Requirements

« Shipping Schedule

o ATXForms Schedule

« E-file Availability

« Calendars and Charts

« TeamViewer-Remote Utility

o CCH® IntelliConnect® Research
« National Tax School

« Protection Plus

« iTransact

« Staples Advantage

« Versicom Communications

« Banking Partners

« NATP

Using the ATX Knowledge Base

The ATX Knowledge Base is a valuable tool for all users. It contains answers to the most frequently-asked questions as
well as critical and timely information from the IRS and other agencies.
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To access the ATX Knowledge Base visit https://support.cch.com/sfs or click Knowledge Base from the support site.

‘;} Wolters Kluwer

Search Our Knowledge Base

Search using keywords; Select a Product below if you want to limit the search to a specific product.

Apply Search to:

All Products x

Click the "x" on the right side to clear the existing Product Selection; You may then type in a Product value or use the drop-down feature to select a
Product.

SEARCH

Searching the Knowledge Base

To search the Knowledge Base:

1. Inthe Search box enter keywords, or you can enter a question like How can | pay my invoice?.

2. From the Apply Search To box click the "x" to clear the existing product selection, and then use the drop-down
feature to select a product.

% Selecting a product from the Apply Search To box narrows your search results.

3. Click Search or press Enter.
4. Select an answer from the list or use the filters to narrow down your search.

Knowledge Base Entries

The pages that appear in your search results resemble a typical results page from any search engine (such as Google). Click
the desired answer(s) for more information on a particular topic.

To search within the summaries on a page of results, press Ctrl+F on your keyboard, or select Find (on This Page) on your
browser's Edit menu. Enter a term you expect to find in the search box. Find will take you to each occurrence of that term.
Click Find Next to move to the next occurrence.

ATX Communities

ATX Communities are online forums where you can discuss issues and ideas with your fellow ATX users. CCH SFS staff
monitors the forums and participates in discussions.

Getting Started

To get started, you must first establish a Community Name.
To establish a Community name:

1. Visit www.MyATX.com.
2. Under Preparer Solutions, click Community Board.
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The Client Login page appears.

If you are not logged in, enter our Client ID in the Client ID box and press the Tab key.
Enter your User Name in the User Name box and press the Tab key.
Enter your Password in the Password box.

o 0k~ w

Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

7. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

8. Click Log In. MyATX displays the ATX Communities page.

Manage Users | Logout

Concierge Care || Download Center || E-File Center || Training

ATX Communities

ATX Communities

ATX Home

Company Information ‘You must have a Community Board Name on file to participate in the ATX Communities.
Product Catalog Click the button below to add a Community Board Name now.

Trade Shows

Contact Us | Add Community Board Name

Email Customer Service

Tax Update Mewsletter

9. Click Add Community Board Name, enter the name you wish to use and click Change Community Board
Name.

ATX Communities

Your Community Board Hame is used as your identity on the ATX Communities.

Community Board Hame:

Change Community Board Name ] [ Cancel ]

10. Click Go to ATX Communities.

Manage Users | Logout

Concierge Care || Download Center || E-File Center || Training

ATX Communities ATX Communities

AnlTnE Welcome to the ATX Communities Discussion Group!
Company Information

Product Catalog Share information, answers and tips with your fellow ATX Users on these discussion boards.
Trade Shows ‘Your Community Board Name is
Contact Us

Change Community Board Name
Go to ATX Communities |

Email Customer Service |

Tax Update Newsletter |
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Support Web Sites

From the Support menu, you can access several helpful IRS and CCH Small Firm Services Web sites, including:

BizFilings Business Services

Check IRS Refund Status

IRS Home Page

IRS E-Services

ATX Tax Products

ATX Paper Products

ATX Home Page

MyATX Solution Center

ATX Knowledgebase (Knowledge Library)
ATX Blog

Checking the IRS Refund Status

From within ATX, you can check the IRS refund status of any return. The system displays a dialog box in the upper right
corner of the application with SSN, Filing Status and Refund Amount, if applicable.

To check the IRS refund status:

1.

From Return Manager click the Support menu.

2. Expand the Web Sites fly-out menu; then, select Check IRS Refund Status.

Refund Information =

S5M: -
Filing Status: Married - Filing Joint Return
Refund Amount: 53422

Cloze

The Where's My Refund page of the IRS Web site also opens in a separate window.

3. Using the information in the Refund Information dialog box, follow the directions on the Where's My Refund page

to determine the refund status.

Customer Service Utilities

There are several utilities built into ATX that enable Customer Service representatives to troubleshoot your issues. They are:

» Sending a Return to Customer Service
« Send Diagnostics to Customer Service
» Send E-file Log to Customer Service

« Synchronizing E-files With the EFC
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5\

. Synchronizing E-files With the EFC is only available to users who have permission to Receive
=== Acknowledgements.

Typically, you would only use one of these features if you're working with a Support representative.

Refreshing Application Configurations

This utility enables you to get updated e-file rules (program files needed to e-file returns) if they're needed before the auto-
update is scheduled to run or if there are issues with the system getting them.

It is one of the Customer Service Utilities (located under the Support menu) that Customer Service representatives use to
help diagnose problems.

To get the most recent e-file rules files:

%, This utility is available from any main manager or from an open return.

1. From the Support menu, select Customer Service Utilities.
2. From the list, select Refresh App Configurations.

The utility will remove your existing e-file rules files and replace them with the most up-to-date files. When the
process is complete, a message appears telling you that your e-file rules configuration was successfully refreshed.

3. Click OK on this message.

Sending a Return to Customer Service

Occasionally, it may be necessary to send a return to Customer Service for troubleshooting.

To send a return to Customer Service:

1. From the Return Manager, select the return you wish to send to customer service.

2. Click the Support menu, expand the Customer Service Utilities fly-out menu; then, select Send Selected
Return To Customer Service.

Incident Mumber =]
Please enter the incident number from Customer Service if you
have one
Send ] [ Cancel |

3. Enter the incident number (provided by your Customer Service representative).
4. Click Send.
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File Sent (=]

The selected return has been sent to Customer Service.
Continue

5. Click Continue to finish.

After a brief delay, your Customer Service representative will be able to import the return you've sent and begin
troubleshooting. Please be prepared to walk the representative through your particular issue.

Send Diagnostics to Customer Service

Occasionally, it may be necessary to send diagnostics information to Customer Service to help with troubleshooting.
To send diagnostics information to Customer Service:

1. From Rollover Manager, E-file Manager, Bank Manager, or from an open return, click the Support menu.
2. Expand the Customer Service Utilities fly-out menu; then, select Send Diagnostics to Customer Service.

Send Diagnostics =]

Please enter the incident number from Customer Service if you
have one:

Send ] [ Cancel |

3. Enter the incident number (provided by your Customer Service Representative).
4. Click Send.

Diagnostics Sent ]

The diagnostics were sent to Customer Service,

A copy of the diagnostic file was saved to your desktop as
ot

5. Click Continue.

After a brief delay, your Customer Service representative should receive the diagnostics file and begin troubleshooting.
Please be prepared to walk the representative through your particular issue.
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Occasionally, you may need to send an E-file Log to Customer Service to help with troubleshooting.

To send an E-file log to Customer Setrvice:

1. From any main manager or from an open return, click the Support menu.
2. Expandthe Customer Service Ultilities fly-out menu; then, select Send E-file Log to Customer Service.

Send E-File Log

Please enter the incident number from Customer Service if you
have cne:

(&)

Send ] [ Cancel |

3. Enterthe incident number (provided to you by your Customer Service Representative).

4. Click Send.

Log File Sent

The E-file Log has been sent to Custorner Service,

&l

5. Click Continue.

After a brief delay, your Customer Service representative should receive the e-file log and begin troubleshooting. Please be

prepared to walk the representative through your particular issue.

E-file Transmission Log

Data from every e-file transmission and acknowledgment is automatically consolidated into a .ZIP file, which, as a whole,
represents the transmission log. When you use the Send E-file Log to Customer Service function, the .ZIP file is

transferred to your Customer Service Representative.

Synchronizing E-files With the EFC

The Synchronize E-file Info with EFC feature updates e-file statuses and acknowledgement histories. It is one of the
Customer Service Utilities (located under the Support menu) that Customer Service representatives use to help diagnose
problems. You should only use this feature if requested to do so by a Customer Service representative.

% Only users who have permission to receive acknowledgements have permission to sync with the EFC.
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To synchronize e-file information:

1. From Rollover Manager, E-file Manager, Bank Manager, or from an open return, click the Support menu.

2. Expand the Customer Service Utilities fly-out menu; then, select Synchronize E-file Info with EFC.

Synchronization Results &l
Details
v . .
Synchronization Results Requesting acknowledgements...
Status: #No acks available -

&7 Received 0 batches of acknowledgements Processing Acknowledgements...

@ Processed 0 Acknowledgements
Transmission Complete.

3. When the synchronization is complete, click Close.

The status of each return listed on the E-file Manager now matches the status for that return on the e-file servers.
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The Admin user is generally the individual in the organization who has complete system rights. This includes the right to
add new users to the system and to grant all users their particular levels of access in addition to other preparatory tasks,
including:

Adding Preparer/ERO Information
Rollover Returns from Last Year
Billing Manager

Print Packets

Client Communication Manager

This chapter includes information on:

Adding Users to the System
Creating a New Security Group
Resetting the Admin Password
Editing Return Passwords
Removing a Return Lock
Admin Console
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Setting Up the Admin User

If you're the office administrator, set yourself up as the Admin user with Administrative group actions. See Modifying a
User's Security Profile.

; You cannot change the default Admin user name or alter the Admin user's rights. You can, however, do the following:

» Reset the Admin user's password. See Resetting the Admin Password.
« Create a new user with Administrator group privileges. See Adding Users to the System.

Changing User Access and Passwords

The Admin user also has authority to change user access and privileges in the system:

» Modifying a User's Security Profile
« Deleting Users from the System

Changing File and Backup Locations

The Admin user can change the location where your tax preparation data is stored as well as the backup location for your
entire system:

» Changing Your File Storage Location
« Changing Your Backup Location

Manual Backups and Copying Backups to Local
Storage

Although the automatic Backup and Files Preferences is the recommended backup method, a manual Backup feature is
available as a means of copying backup data to a local storage device (such as a flash drive). See Manual Backup.

Initial Login and Setting Update Preferences

ATX requires login credentials for all users. The first time you access ATX, your office administrator must establish a
password for the Admin user and select update preferences.

To login and select update preferences:

1. Double-click the ATX icon on your desktop.
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det:\DrrleToATx

Passwords expire every 90 days.

Login passwords do not rollover from prior
year versions and are different than
passwords used on the support site,

ATX

Professional Tax Software

User Name
Admin

Enter a new password:

Tax Year 2017

Re-enter new passwaord:

&5 \Wolters Kluwer

@ Help [] Remember User Name I

Login | [

Cancel ]

2. The User Name field defaults to Admin. You must first establish a password for the Admin user in order to access

ATX.

"% Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter

o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

you launch the application from this workstation.
4. Click Login.

(Optional) Select the Remember User Name check box to have your User Name automatically populated when

Download Form Updates

| You can customnize what types of forms will update in preferences.
djust form update settings|

Click Continue to check for form updates.

Continue I [

=| Form Update Report

Cancel

5. Do one of the following:
« Click Continue to update forms per current Updates Preferences settings.

« Toview or change current Updates Preferences settings prior to updating, click Adjust form update

settings.
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Subsequent Login and Update

After your initial login, the program remembers your Updates Preferences; you will not have to select them again, unless
you want to change them. With subsequent logins, the system immediately launches the Update function and downloads
forms and/or program updates according to your Preferences.

Adding Users to the System

Each user must have a unique User Name and Password. The Admin user sets up User Names and Passwords
in Security Manager.

Passwords are required and provide extra security. They are setup by the Admin user when adding new users to the system.

%, ATXincludes user licensing with each product package, for each standalone or workstation installation that is
- activated, a user license is required. Should you need additional user licenses, please contact your Account Manager at
1-877-728-9776.

E Only the Admin user or users with Security Manager rights may access Security Manager.

To add a new user:

1. Click the Tools menu; then, select Security Manager.

Security Manager =
Users | Groups
User Mame Active  Group Memberships
Admin Administrator
0 e

2. Click New.
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Mew User

Uszer name

Available groups

Administrator
Basic Group
Office Manager
Tax Preparer

@ Help

]

Active Password ‘ @
Required

Assigned groups

Cancel |

3. Inthe User Name field, enter a user name (up to 20 characters).
4. Inthe Password field, enter a user password.

%, Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter
o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)

« Spaces are allowed

5. Inthe Available groups pane, select the group to which the new user will be assigned.

%, SeeDefaultUser Names and Groups.

6. Click Add -->to move the selected group to the Assigned Groups pane.

7. Click OK.

Creating a New Security Group

If the default security groups do not meet the needs of your business, you can create your own custom group.

%  Only the Admin user or users with Security Manager rights may access Security Manager.

To create a new security group:

1. Click the Tools menu; then, select Security Manager.

2. Click the Groups tab.
3. Click New.
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New Group =]
Group MName | Description
Available Actions Group Actions

Access Accounts Receivable Tab
Access Billing Manager
Access Communication Manager

Access Preparer/ERD Manager

Access Security Manager E|
Access Tax Warehouse Tab

Create E-files Add All--> |

Delete E-files

Marking Returns Complete
Print Returns

Receive Acknowledgments
Transmit E-files

Unmarking Returns Complete

4. Inthe Group Name field, enter the name of the new group.
5. Inthe Description field, enter a description for the new group.
6. To associate a set of actions with the group, do one of the following:
« Select the desired action(s) in the Available Actions pane; then, click Add --> to move the selected action(s) to
the Group Actions pane.
« Click Add All --> to move all Available Actions to the Group Actions pane.
« Double-click desired actions in the Available Actions pane (one at a time) to move them to the Group Actions
pane.
7. Click OK when all desired actions for the new group appear in the Group Actions pane.

To remove an action from a group:

1. Do one of the following:
» Select the desired action(s) in the Group Actions pane; then, click <-- Remove to move the selected action(s)
to the Available Actions pane.

« Click <-- Remove All to move all Group Actions to the Available Actions pane.

« Double-click the desired action(s) in the Group Actions pane (one at a time) to move them to the Available
Actions pane.
2. Click OK when all actions to be removed from the group appear in the Available Actions pane.

Resetting the Admin Password

If the Admin user gets inadvertently locked out of the system or forgets the Admin password, the Reset Admin Password
function can be used to reset the password.

To reset the Admin password from the Login screen:

1. Click the Reset Admin password link.
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det:DmeTDATX

Login passwords do not rollover from prior
year versions and are different than

™ passwords used on the support site,
A I X Passwords expire every 90 days.

Professional Tax Software

User Name

Tax Year 2017

|admin |

Password

[ITT] |®

Reset Admin password

&5 \Wolters Kluwer

@ Help [] Rermember User Name I Login | [ Cancel ]

2. Enterthe ATX product activation code from the Fulfillment Confirmation Slip that was shipped with the product.

Reset Admin Password

Enter the activation code you received with your
product to reset the Admin password

Enter your activation code:

- < AN < W < - Qf

Password must contain:

- 8-20 characters

-1 UPPERCASE letter

- 1 lowercase letter

Enter a new password: -1 number

-1 special character (ex. 7! $ &%)

T T Password expires every 90 days.

Reset Admin Passwordl [ Cancel l

H”_\__ The activation code must be entered correctly or the password fields will remain disabled.

3. Enterthe new password under the activation code. For password guidelines, see Login and Password
Requirements.

4. Re-enter the new password in the bottom field.
5. Click Reset Admin Password.

Resetting a Locked User Account

When a user account becomes locked, the administrator (Admin user) must log in and reactivate the user in the system.
While the user will no longer be able to access the system, the system will still have the user name's setup information. This
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is a particularly useful security feature for businesses that have repeat seasonal employees, such as seasonal tax preparers.

2 Only the Admin user or users with Security Manager rights may access Security Manager.

To reactivate a user's profile:

1. Click the Tools menu; then, select Security Manager.

Security Manager =]
| Users | Groups |
User Mame Active  Group Memberships
Admin Administrator
Jane Basic Group, Office Manager, Tax Preparer

@ Hep [ New

2. Click the user whose profile you want to unlock.

3. Click Modify.
Medify User ]
User name | Jane [F1] Active Pacsword | sessssse @
Locked Account
Available groups Assigned groups
Administrator Tax Preparer
Office Manager
Basic Group
@ Help OK I [ Cancel

4. Check the Active check box.
5. Entera new password in the Password field.
6. Click OK.
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Editing Return Passwords

Individuals with Admin rights can establish an extra level of security for a return by creating a return password. A user must
know the current password for the return if a user wants to edit or delete the return. See Login and Password

Requirements.

If the password is unknown, only the Admin user (or a user with Administrative security rights) can edit or remove a return
password.

To edit a return password when you don't know the current password:

1. Inthe Return Manager, select the return whose password you need to edit.
2. Click the Options menu and expand the Administration fly-out menu; then, select Edit Password for Selected
Return.

Return Password &

@ Enter password information below. Passwords are case
sensitive.

Enter a new password:

Re-enter new password:

To remove a password, leave the new password blank,

Save ] [ Cancel |

3. Tosetanew password, enter the new password in the Enter a new password field.
4. Enterthe password again in the Re-enter new password field.
5. Click Save.

To remove a password from a return:

1. Follow steps 1 and 2 for editing a password, above.
2. Leavethe Enter a new password and Re-enter a new password fields blank.

3. Click Save.

Removing a Return Lock

When working over a network, the system ensures that only one user can have a return open at any one time by locking the
return while it is opened. The Admin user can remove the lock, if necessary.

A Only the Admin user or a user with Security Manager rights can access the Administration menu item.

If you try to open a return that is being viewed on another workstation, you will receive a warning stating that the return is
locked and which workstation has that return open. If, for whatever reason, the return cannot be closed on the workstation
that has the return locked, the Admin user may unlock the return.

79



Chapter 4: Administrative Tasks

To remove the lock on a return:

1. InReturn Manager, select the locked return.
2. Click the Options menu and expand the Administration fly-out menu.
3. Select Remove Lock for Selected Return.

Remowve Return Lock =
Are you sure you want to remove the lock on the following return?
Return Mame Details
Smith, John M and Jane 5§ Open (User)
[ Remove Lock ] [ Cancel |

4. Click Remove Lock.

Admin Console

The Admin Console helps the Admin user perform activities relating to the ATX system and/or ATX server. Whether you're a
stand-alone user or a network Admin user, you should familiarize yourself with the new Admin Console.

What can you do in Admin Console?

The Admin user can perform the following tasks in the Admin Console on the File Settings tab:

« Find storage and backup locations/paths.
» Change the default backup location/path for the system. See Changing Your Backup Location.
« Change the storage location of your working tax prep data. See Changing Your File Storage Location.

% Using a third party backup product (Carbonite, Mozy, Backblaze, and Amazon Glacier) may require you to
~ change your backup location to a location the third party product can access. See Changing Your Backup
Location.

On the Server Settings tab, Admin users can start or stop the ATX server (if needed, when working with Technical Support).
See Starting or Stopping the ATX Server.

Accessing the Admin Console

You can get to the Admin Console whether ATX is open or closed:

« If ATX s open, go to the Support menu; select About; then, click the Admin Console link.

« If ATX s closed, navigate to Start\All Programs\CCH Small Firm Services\ATX 2017\ATX 2017 Admin
Console
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The Server Settings tab provides the location of your physical address of the computer that is your ATX server,
and displays the server status and port numbers.

AT 2017 Admin Console =]

Server Settings | File Settings

You are connected to the following ATX Tax Server

Lecation:

http=/localhost60648/2dmin/endpoints Br{msp_l

Senver Status Port
Database Server Started E0647
UDP Server Started ]
Web Server Started GD64E
ShidingWindow Server Started: Intizlizing retention policy for RetentionPolicy/Form | M/A
BackupRestore Server Started MNfA

e

The File Settings tab displays the Storage Locations for your File Server and Backup/Restore Server. These
default locations may be changed by browsing to another location.

AT 2017 Admin Conscle =]

Server Settings | File Settings

File Server

Storage Location:
T ProgramDataWCCH Small Firm Senvices\ ATX 2017 Server AT 2017 Files E-rcm‘s;Ll

Backup/Restore Server

Storage Location:
T ProgramDataCCH Small Firmn Services  ATX 2017 Server ATX 2017 Backup Brml
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ATX Server and the Stand-Alone Environment

You may be wondering, “Why is there a server if | am on a stand-alone machine?” The simple answer is that even if you're on
a stand-alone machine, your system has two components: the ATX 2017 application, and the ATX 2017 server. The
server, while not residing on a separate machine, still functions like a network server in that it stores data and feeds it to the
application as needed.

Server Errors on Stand-Alone Systems

Even on a stand-alone machine, you can get a server error. The reason is that standalone systems are more likely to
experience “sleep” or “hibermnation” periods during which the connection between the ATX server and the ATX application
stops. Normally, when the system “wakes up,” the connection is automatically re-established, but there are occasions when
the system has trouble reconnecting. A simple “start/stop” routine usually revives the connection.

Starting or Stopping the ATX Server

You may be asked to start or stop the ATX Server by an ATX Technical Support Representative if you experience server-
related issues. These instructions will help you to follow along if you are directed by a Support Representative to start or stop
the server while troubleshooting your issue.

1. Do one of the following to open the Admin Console:
« If ATXis open, go to the Support menu; select About. Then, click the Admin Console link.

« If ATXis closed, navigate to Start\All Programs\CCH Small Firm Services\ATX 2017\ATX 2017 Admin
Console

AT 2017 Admin Console =]

Server Settings | File Settings

You are connected to the following ATX Tax Server

Location:

http=//localhostb0648/zdmin/end points Br{m‘sp_l

Server Status Port
Databasze Server Started G0647
UDP Server Started G0646
Web Server Started G064
ShidingWindow Server Started: Initizlizing retention policy for RetentionPolicy, Forrr | N/A
BackupRestore Server Started MfA

[ oo

The Server Settings tab provides the location of your physical address of the computer that is your ATX server,
and displays the server status and port numbers.

2. Under the Status column, right-click in the row for the server you want to start/stop.
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Server Status
BackupRestore Server | Started
Database Server Started
UDP Server Started
Web Server Started Stop

3. Select the following:
« Click Start to restart the server.
« Click Stop to stop the server.
4. Click Close.
5. Restart ATX.

Changing Your Backup Location

You can change the default backup location for your entire system database, including your returns. This task is reserved for

the Admin user.

IMPORTANT! If you are using an external hard drive as your new backup location, the external drive must be

=== physically connected to the server.

Using a third party backup product (Carbonite, Mozy, Backblaze, and Amazon Glacier) may require you to change
=== your backup location, to a location the third party product can access.

CCH Small Firm Services does not provide technical support for third-party backup products.

To change backup locations:

1. Do one of the following:

« If ATXis open, go to the Support menu; select About; then, click the Admin Console link.
« If ATX s closed, navigate to Start\All Programs\CCH Small Firm Services\ATX 2017\ATX 2017 Admin

Console
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The Server Settings tab provides the location of your physical address of the computer that is your ATX server,
and displays the server status and port numbers.

ATX 2017 Admin Console =]

Server Settings | File Settings

You are connected to the following ATX Tax Server

Location:

https/localhostEDE4E,/ zd min/end points Brml

Server Status Port
Database Server Started BDE4T
UDP Server Started EDE46
Web Server Started EDE4E
ShdingWindow Server Started: Initizlizing retention policy for RetentionPolicy/Form | N/A
BackupRestore Server Started MfA

-

The File Settings tab displays the Storage Locations for your File Server and Backup/Restore Server. These
default locations may be changed by browsing to another location.

AT 2017 Admin Console =]

Server Settings | File Settings

File Server

Storage Location:
O ProgramDatahCCH Small Firrn Senvicest ATX 2007 Servert AT 2017 Files B[D\‘I‘SL'

Backup/Restore Server

Storage Location:
T ProgramDetaCCH Small Firmn Services  ATX 2017 Server AT 2017 Backup BrmmsLl

[ oo
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2. Click the File Settings tab.
3. Click the Browse button under Backup/Restore Server to navigate to and select a new backup location.

The storage location cannot be changed on a network workstation.

The new backup path must be a physical drive on the server or a fully-qualified universal naming convention
(UNC) path to another location on the network. If you use a mapped drive for backups, it must be converted to
a fully-qualified UNC path. For detailed information, see the Microsoft article on Naming Files, Paths and
Namespaces.

The new location will only be used for backups created after the change was applied. Existing backups will not
be moved to the new location automatically. If you want existing backups to be stored in the new location, the
files must be moved manually. See Manually Moving Files to a New Location.

4. Click Close.
5. Restart ATX.

These locations can also be changed on the Backup and Files Preferences tab of the Preferences dialog box.

Changing Your File Storage Location

ATX stores your tax preparation files in an area on your ATX server, separate from the application. If you have a stand-alone
setup and are wondering about the ATX server, see ATX Server and the Stand-Alone Environment.

While you cannot change the installation location of the application, you can change where your data is stored, if desired.

For example, if you have an extremely large number of returns, companies, payers, or billing rates, you may want to locate
the storage on a larger or faster computer.

The file storage location is where your actual returns and associated data will be stored and accessed by the
workstations. This is not where backups of your returns are stored. Backups are stored separately under a Backup
folder on your ATX server. To change your backup location see Changing Your Backup Location.

% The Admin user typically changes the file storage location, if required.

To change your file storage location:

1. Do one of the following:
« If ATX s open, go to the Support menu; select About; then, click the Admin Console link.

« If ATX s closed, navigate to Start\All Programs\CCH Small Firm Services\ATX 2017\ATX 2017 Admin
Console
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The Server Settings tab provides the location of your physical address of the computer that is your ATX server,
and displays the server status and port numbers.

ATX 2017 Admin Console =]

Server Settings | File Settings

You are connected to the following ATX Tax Server

Location:

https/localhostEDE4E,/ zd min/end points Brml

Server Status Port
Database Server Started BDE4T
UDP Server Started EDE46
Web Server Started EDE4E
ShdingWindow Server Started: Initizlizing retention policy for RetentionPolicy/Form | N/A
BackupRestore Server Started MfA

-

The File Settings tab displays the Storage Locations for your File Server and Backup/Restore Server. These
default locations may be changed by browsing to another location.

AT 2017 Admin Console =]

Server Settings | File Settings

File Server

Storage Location:
O ProgramDatahCCH Small Firrn Senvicest ATX 2007 Servert AT 2017 Files B[D\‘I‘SL'

Backup/Restore Server

Storage Location:
T ProgramDetaCCH Small Firmn Services  ATX 2017 Server AT 2017 Backup BrmmsLl

[ oo
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2. Click the File Settings tab.
3. Under the File Server section, click the Browse button to select a new path for the Storage Location field.

The new location will only be used for data created after the change was applied. Existing data will not be
=== moved to the new location automatically. If you want existing data to be stored in the new location, the files
must be moved manually. See Manually Moving Files to a New Location.

The storage location cannot be changed on a network workstation.

4. Tosave, click Close.
5. Restart ATX.

These locations can also be changed on the Backup and Files Preferences tab of the Preferences dialog box.
Manually Moving Files to a New Location

Backups and files created prior to changing a backup or file storage location will not be moved to the new location

automatically. If Backup and/or File Storage locations are changed, any files previously stored in the default locations must
be moved manually.

To manually move your existing backups and files to a newly designated location:

1. After the Backup and/or File locations have been changed, close ATX.
2. Navigate to the ATX 2017 Server. Existing Backup files are stored in the ATX 2017 Backup folder and Data files
are located in the ATX 2017 Files folder.

%, The default location is \ProgramData\CCH Small Firm Services\ATX 2017 Server.

3. Openthe ATX 2017 Backup folder or the ATX 2017 Files folder, depending on which files are being moved.

Do not copy/move the entire folder.
4. Press Ctrl+A to select all files within the open folder, and then press Ctrl+C to copy all selected files.

5. Browse to the newly designated location and open the ATX 2017 Backup folder or the ATX 2017 Files folder,
depending on which files are being moved.

6. Press Ctrl+V to paste the copied files into the open folder.

Do not copy or remove the DataStore folder from the ATX 2017 Server folder. Doing so will result in
=== undesirable conditions/behaviorin ATX.
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User Interface

The basic views that make up the ATX user interface give you an easy way to manage your retuns and supporting
information.

The three basic views in ATX are:

- Manager View
« Open Return View
« Diagnostics Pane

The application also provides a different "at-a-glance" view of the return information called Easy View.

Other features of the interface include:

« Main Managers

« Setup Managers

« Manager Pane

« Filters

« Toolbars

« Open Return Interface

« Progress and Results Dialog Boxes
o Zooming In and Out

« Messages and Warnings

« Refund Meter
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Manager View

Many of the managers in the system present their data in a spreadsheet-like view, shown below.

When you're in most managers, you will see a list of the items that are available. For example, when you're in the Return
Manager, you will see a list of returns. In Rollover Manager, you will see a list of returns waiting to be rolled over to this
year's product. In E-file Manager, you will see a list of e-files.

In addition to the Main Managers, several Setup Managers help manage the data you use in the system, such as
preparers, companies, and payers. However, all the Main Managers in ATX are designed similarly, and provide you with a
view similar to what you see below.

[FERRASREES) Rollover Manager  Efile Manager  Bank Manager [USINIUIEER R ION B _

Returns Options Tools View Forms Reports CCH ifirm m
= By By @ & . A & B (oo |
e B B2 & 7 A = D@ Mo
Open New Delete Mark All Unmark All EasyView Preferences CCH iFirm Client Portal ePayment Calculator Preparer/ERO  Program Forms  Help Notifications
50f 5 Returns Returns | Accounts Receivable  TaxWarehouse | Manager-Specific Tabs |
N E-file Return Name Client#  Type Complete Job Status First Name Last Name Filer DOB
D fin (el o [C]  Barnes, Karen 1040 3] Karen Barmes 1/2071987
[l Brown, Glenn and Barbara 22 1040 o Glenn Brown 5/15/1981
[] Individual 1 Collins, Brent 1040 ] Brent Collins 7/21/1970
[T] Corporation
[ S Corparation [Tl Duke, Andrea 1040 3] Andrez Duke 8/28/1985
Ep“"“h‘p [l Farmer, Louis and Laura 1040 ] Louis Farmer 5/6/1975
Fiduciary
[C] Exempt Org
] Other
"] Complete
| Incomplete
[] Marked Returns L 4 n Scroll Bar v
E-file Status Lo
[E] None Return Name Jurisdiction Type SubType Status StstusDate Refund Amount
] Rejected
[C] Waiting E-file Information Pane
[ Ext Accepted
[7] Accepted ~
| ClearFiters | [ShowS00rowsperpage « | |we| 4 | Page 1 ofi | » || m 15cf5 | Pagination Controls

%, SeeSecurity Manager, Billing Manager and Client Communication Manager for an explanation of their
interfaces and function.

The Manager View is made up of the following areas:
Manager Tabs

Each main manager (Return Manager, Rollover Manager, E-file Manager, and Bank Manager) has it's own tab. Tabs
also appear above the application for each return you've opened. You can open up to three returns at a time.

Menus

Menus will change, depending upon the manager you select.

Toolbar

Like menus, available buttons on the toolbar will change, depending upon the manager that is selected.
Manager-Specific Tabs

Some managers have secondary tabs or views. They often provide a subset of the selected manager's data.
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Filters
Filters help you sort data, narrowing your search for a specific return, e-file, or whatever type of data you want to view.

Manager Pane and Pagination Controls

The Manager Pane is where all the items contained in the manager are displayed. The pane works like web searches work.
If more items are in the manager than can be displayed on the screen, you can view multiple "pages" of information.

Scroll bar
The scroll bar allows you to scroll up or down in order to view information that is off screen.

E-file Information Pane

This small pane below the Manager Pane shows e-file information for the last selected or highlighted retumn.

Open Return View

The Open Return View is what you see when a return is open. Although you can have three returns open simultaneously,
you can only view one at a time.

Retums Edit Tools Navigate Forms E-file TacResearch Support

=] 2 L & a4 v =28 7 7 (@ B & @ @ & W

Save AddForms Restore Startlink Intenview Back Fowerd CheckRetun Print Page CCHifirm ClientPortal E-file  ePayment Calculator Preparer/ERO TaxResearch Search Online Practice Aids Notifications  Help

40

ch A
Department of the Tressury—Internsl Revenue Service (99)
e §1040 U.S. Individual Income Tax Return OMBNo 15450074 | RS Use O
o ~enang
1949 Your first name M.L.| Lastname Suffix Your social security number
| Jonn ] Sample - e

T3 joint retum, spouse’s frst name. ML Lastname Sufix ‘Spouse's social security number

Jane Sample -
Home address (number and sireet). If you hiave  P.0. box, see Instructions. ‘ ARt o. A Mo surotho SN ahove

890 Creekdale Ave and on line-6c are correct
City, town or post ofice, state, and ZIP code. If you have

Presidential Election Campaign
Glarkston GA 30021 Check here f you, or your spause g
Foreign country name Foreign province/state/county Foreign postal code jointy, want $3 o go to this fund. Checking.

bl rorg e
wins ] vou ] souse

- 1 single 4[] Headof household (with qualiying person) (See instuctions ) If
Filing Status L] sng O the qualiying person is a child but not your dependent, enter this
2 Married filing jointly (even If only one had income) child's name here.

3 [ Married fiing separately. Enter spouse's SSN above
and full name here. i i
Check only one » i First name. Lastname SSN

box. First name. Last name 5 D Qualifying widow(er) with dependent child
Bores checked
Exemptions  6a Yourself. If someone can claim you as a dependent, do not check box 6a ontaamdh 2
b Spouse . . . L Noof chilren
onbcuho:

c_Dependents:
Enter Dependents on "Ln 6c - Dependents™ tab below. [ (2) Dependents

‘ (3) Dependents
ralafionshi

Form, Schedule and Worksheets tabs

The forms, schedules, and worksheets that you add to the return appear as tabs to the left of the return by default; see Open
Return Preferences.

Pages and Worksheet tabs

The Pages and Worksheet tabs at the bottom of the return represent the separate pages and areas for the form, schedule or
worksheet that's currently open.
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Diagnostics Pane

The Diagnostics pane, displays at the bottom of the screen in an open return. The Diagnostics pane helps you during the
following tasks:

« Check Return - when you're checking the return for errors.
« E-filing - when you need to check the return for e-filing specific errors.

"% When changes are made after an e-file has been created, the return must be re-checked. Upon rechecking a
' return, the Re-Check button changes to Re-Create E-file, allowing you to recreate the e-file to reflect the
changes that were made.

Click the items below to locate on the form ReCheck || pint || Close || Help
18 of 19
O 1040 Error Filer's last name should be entered.
. O 1040 Emor  Fi ial security number must be entered, | |
4] Warnings O 1040 Error hould be entered and must begin with a letter or number,
Intormatonal | 1040 Error uld be entered in the addre:
Esfimates O 1040 Error should be entered in the address,
[T Overrides ] 1040 Errar Azip code should be entered in the add|
Notes 0
0
e O 1040 Eror  Thefiling status must be entered. |
aper File g E
E-File B
O 1040 Error If the total income, AGL, tax, total credits, total tax and tetal payments are all zere then this Form is not eligible for e-filing,
Pay El 9
[ Hide Marked [C] 1040 EFInfo Error The Electronic Filer's Identification Mumber (EFIN) must be 6 numeric digits.
[C] 1040 EF Info Error Either the Practitioner PIM or a Self-Select PIN signature optien must be selected,
[C] 1040 EFInfo  Error The ERO’s PIN must be numeric.
Clear Filters [C] 1040 EFInfo Error TheE me must be entered to e-file,
[C] 1040 EF Info Error The ERO's EFIN is not valid. =

Easy View

The Easy View feature is simply a different view of what you would normally see in the Return Manager. We call it Easy
View because it provides more of an "at-a-glance" view of the return information. You can view the Accounts Receivable
Tab and the Tax Warehouse Tab as well. Simply click the Easy View button on the toolbar to toggle back and forth
between Easy View and the standard Return Manager View.

_ Rellover Manager E-file Manager Bank Manager

Retuns Options Tools View Forms Reperts CCHiFirm  Support

Clgk v ::é/;r'eaz Q@

Open New Delete Mark All Unmark All | Easy View  Preferences CCH iFirm Client Portal ePayment Calculator  Preparer/ERO  Program Forms  Help  Notifications

T YT P | Ambrose, Samuel J and Diane W Last Saved:
] Find: (Ctrl=F) 100 1040 Created:

[C] Ammons, Bob R and Susan L

1040 Retum | Accounts Receivable | Tax Warehouse | E-file Status
[] Individual [7] Bonds, Larry L and Mary M ] This retum is complete
[C] Corporation 1040
] Partnership [7] Brazier, Janice
0] Fiduciary 1040 Return Name:  Ambrose, Samuel J and Diane W
Benefit ; N
E E::m;t o ] Brown, Emmit W and Elaine L Type: 1040 Client Number:
1040
[ Other Taxpayer First: Samuel Taxpayer Last: Ambrose
[7] Carson, Jeremy R and Karen F
[ Complete 1040 Spouse First: Diane Spouse Last: Ambrose
[incomplete 7] Cobb, Richard C Filer DOB: 6/18/1977 Spouse DOB: 12/5/1978

1040

[] Marked Retums

[Tl Emerson, Amanda B -| Address/Contact Information

E-file Status 1040
[l None Street Address: 878 Creekdale Avenur Phone: (770) 555-3002
%&fﬁ‘_te" City: Clarkston Emails
aiting
[C] Ext Accepted State: GA
[T] Accepted

Zip Code: 30021

Accounts Receivable

E g lti EZUDSYS -[ Other Information
060 Days

[]61 to 90 Day= Preparen: Partner:

[ Over 90 Days

Status: Date Due:
Tax Warehouse

[C] Tax Due

[] Tax Refund

[ Clear Filters ][SMDMUUWWSPEFFHBE- W || 4 Page 1 ofl | » W 1-Bof8
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Use Easy View just like Return Manager. You can do many things in Easy View that you do in Return Manager, such as:

» Creating Returns

« Opening Returns

« Duplicating Returns

« Deleting Returns

« View Returns Tab, Accounts Receivable Tab and Tax Warehouse Tab information.

Main Managers

The main managers, which are located as tabs at the top of the program window, help you organize specific tax preparation
tasks. Each of the manager tabs includes one or more view tabs, which appear below the toolbar. These tabs separate the
general information displayed by a particular Manager into more specific categories.

_ Rollover Manager E-file Manager Bank Manager

Retuns Options Tools View Forms Reports CCHifirm Support

EEREkE v Q & » o & B & NEe ™

Open Mew Delete Mark All Unmark All Easy View Preferences CCHiFirm Client Portal ePayment Calculator Preparer/ERO  Program Forms Help Notifications

Return Manager

The Return Manager displays information about your clients, their returns, and your firm's billing information.
Rollover Manager

The Rollover Manager lists returns that can be rolled over from last year or from a prior month or quarter.
E-file Manager

The E-file Manager handles all efiling tasks, helping you track the status of your e-filed returns.

Bank Manager

The Bank Manager handles all tasks associated with providing bank products, as well as providing reports to assist you in
reconciling bank product fees.

%, The tabs representing open returns also appear at the top of the application (alongside Return Manager, E-file
- Manager, and Bank Manager). See Open Return Interface.

Setup Managers

The following managers are generally used to help you set up information to be loaded into multiple returns. These managers
are available under the Tools menu.
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_ Rollover Manager E-file Manager

Returns  Options View Forms Reports  Support
Preparer/ERC Manager
© Company Manager
Open Mew Dele =
— Payer Manager
3 of 4 Returns
Security Manager r
[ Fingk: (Ctrl+F)
Billing Manager
Individual
Egﬂfl:ﬂ;:ﬁ Client Communication Manager F
[] Complete Calculator F&
[] Incomplete —

Preparer/ERO Manager

Use the Preparer/ERO Manager to establish a list of paid preparers in your firm, along with the information that must be
included in any tax return’s Paid Preparer section.

Company Manager

The Company Manager retains core information for companies, such as EIN, address, and state ID. This database makes
preparing multiple returns for the same company faster and more accurate. By default, companies are automatically added to
this repository when they are entered directly into returns.

Payer Manager

The Payer Manager is the database that retains core information for payers. By default, payers are automatically added to
this repository when they are entered on Input Worksheets and Detail Schedules.

Security Manager

The Security Manager enables the Admin user to set up users and passwords and to grant and/or restrict rights to specific
features within ATX.

Billing Manager

The Billing Manager allows you to set up rates for specific tax forms and schedules, flat rates by return type or preparer
and/or hourly billing rates by preparer. Rates entered appear on the billing invoice, which can be attached to returns like any
other form.

Client Communication Manager

The Client Communication Manager houses the Custom Client Letter functionality.

Manager Pane

The Manager Pane is the portion of the User Interface where all the items contained in the manager are displayed. Whether
you're working in a "top-level" manager (such as Return Manager) or a "secondary" manager (shown under the Tools menu,
such as Payer Manager), the manager grid functions the same, and allows you the same level of user control.

Users Adjust Columns to Meet their Individual Needs

All ATX managers display data in a spreadsheet format. Just like in any other Windows spreadsheet program, you can
rearrange or resize columns to suit your individual needs. Manager customizations are stored on a per user basis. If you're
one of several users on a network, the customizations you make will not affect how managers look for other network users.

In addition, your column adjustments will be saved as you exit the manager. The next time you open that manager, your
adjustments will still be there.
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See Customizing Managers.

Pagination Controls Allow You to Page Through the Data
_ Rollover Manager  E-file Manager  Bank Manager

Returns Options Tools View Forms Reports CCHiFirm Support

EET A WA =

Open MNew Delete  Mark Al Unmark All Easy View Preferences CCH iFirm Client Portal ePayment Calculator Preparer/ERO  Program Forms  Help Notifications

Sof 5 Returns Returns | Accounts Receivable  Tax Warchouse

E-File Retum Name Complete Client#  Type First Name Last Mame Spouse First Name  Spouse Last Nam,

[ Find: (Ctrl+F) o Wells, Amanda (=] 1040 Amanda Wells

Gale, Mary A 1040 Mary Gale

[ Individual e
[C] Corporation
[C] S Corporation
|| Partnership
[ Fiduciary

[C] Benefit

[C] Exempt Org
[C] Other

Brazier, Janice 1040 Janice Brazier

Bonds, Larry L and Mary M 1040 Larry Bonds Mary Bonds

oOooOoOoO
OOoOoo

Ammens, Bob R and Susan 1040 Bob Ammons Susan Ammons

[C] Complete
[ ] Incomplete

[ Marked Returns

E-file Status

[[] Nene

|| Rejected

] Waiting

[ Ext Accepted
[7] Accepted < [ an, v

Accoumts Receivaple @ Brazier, Janice E-file has been accepted by the agency. @ Help

[0 to 30 Days Return Name Jurisdiction Type Sub Type Status Status Date Refund Amount

[]31t0 60 Daye Brazier, Janice Federal 1040 Federal  Accepted (51,028.00)
[ 61 to 90 Days
[C] Over 90 Days

Tax Warehouse

["] TaxDue
[ TaxRefund

Clear Filters. Show 500 rows perpage v | W | 4  Page 1 ofl | » W |150f5

% Theitems that appear in the search are based on the current Filter settings. See Filters.

In Top-Level Managers

Pagination controls are available on the Manager Panes of the following top-level ATX managers:

« Return Manager
« Rollover Manager
« E-file Manager

- Bank Manager

In top-level managers, users can choose to display 50, 100, or 500 (default) items per page.

In Secondary Managers

Pagination controls are also available in the following secondary-level managers:

» Preparer/ERO Manager
« Company Manager

- Payer Manager

« Enroliment Manager

In secondary-level managers, users can choose to display 10 (default), 50, or 100 items per page.
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How to Use Pagination Controls:

® 66 6 06

[ShGWSUU rows per page vl 1] 1 | Page 1 ofl * W 1-19 of 19

To do this... ...see this Lettered area... ...and do this.

Click the down arrow in A and make another

Change number of items selection. Note that options are different for

appearing on a page A top-level managers than for secondary
managers.

Go tofirstitem in search/Previous Click multiple arrows/Click single arrow
page
Go to next page/Go to lastitemin Click multiple arrows/Click single arrow
search

. Enter a page number and press Enter and
View number of pages of data c ATX takes you to the corresponding page.
View number of total items in

E n/a

search
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Filters

Filters help you sort data, narrowing your search for a specific return, e-file, or whatever type of data you want to view.

[ Find: (Ctrl+F)

[] Individual

[] Corporation
[] 5 Corporation
["] Partnership
["] Fiduciary

[] Benefit

["] Exempt Org
[C] Other

[C] Complete
[ Incomplete

[] Marked Returns

E-file Status

[] Mene

["] Rejected

["] Waiting

[] Ext Accepted
[C] Accepted

Accounts Receivable

[0 to 30 Days

[C] 31 to GO Days
[C]61 to 90 Days
[] Over 90 Days

Tax Warehouse

[C] Tax Due
[] Tax Refund

[ Clear Filters

All Main Managers contain filters. The filters are different in each manager.

To use filters to narrow the list of data in the view, select the check box for the category of data you want to view. You can
select as many filters as you want. The list will narrow immediately according to your selection.

Using the keyboard to navigate from one filter to another:

« Use Tab and Shift+Tab keys to move forward and backward from one filter to another
« Usethe Up Arrow and Down Arrow keys to move from one filter group to another
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Find filter

Use the Find filter (and corresponding field) as you would use the Search field in other applications.

To find a return with the Find filter:

1. Select the Find check box.
2. Inthe empty field, enter some defining information.

For example, if you only wanted to view returns containing LLC in the Return Name, it would look like this:

2 0f 5 Returns Returns | Accounts Receivable | TaxWarehouse

7 Fndt (Ct1e) Return Name Client® Type Date Billed Billing Address  City, State, Zip ~ AmountBilled  Amount Paid
ind: (Ctrl+!
[ Second Hand Ros 1120 27500 27500

] Notable Notion: 120 250.00 250.00

Clear Filters button

A manager-specific Clear Filters button appears at the bottom of every filter pane, allowing you to revert to the complete list
of returns, e-files, preparers, or other data you're viewing.

Toolbars

The product displays most frequently-used functions in a toolbar at the top of the application. The toolbar is made up of a
series of buttons that, when clicked, will prompt key functionality. Depending on the selected manager (such as Return
Manager, Rollover Manager, E-file Manager or Bank Manager), different toolbar buttons will be available.

Return Manager Toolbar

Bt ¥ Q & »~ @ B B & REO ™

Open New Delete Mark All Unmark All Easy View Preferences CCH iFirm Client Portal ePayment Calculator Preparer/ERQ  Program Forms Help Notifications

Toolbar Button Description Shortcut
Open Opens the highlighted or selected return. Ctri+O
New Opens the Select Forms Dialog Box, which is the first step in starting a Ctrl+N

new return.
Delete Deletes the highlighted or selected return. Ctrl+D
Selects the check box beside all the returns listed in the Return
Mark All
Manager.
Deselects the check box beside all the returns listed in the Return
Unmark All
Manager.
Easy View Switches the Return Manager view to Easy View.
Preferences Opens Return Manager Preferences.
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Toolbar Button Description Shortcut

Launches CCH iFirm , a solution for your office that assists with office

CCH iFirm workflow and your accounting client's needs.

Launches CCH iFirm Client Portal, where you can organize and share

Client Portal important documents with clients.
ePayment Launches iTransact.com.
Calculator Launches the Calculator. F8

Opens the Preparer/ERO Manager dialog box, which allows you to
Preparer/ERO enter preparer information in a common data repository so it can be
easily selected during return preparation.

Launches Program Updates. If the button is red, a program update is
Program available but has not been loaded on your system. If the button is green,
the program is up-to-date.

Launches Form Updates. If the button is red, form updates are available
Forms but have not been loaded on your system. If the button is green, all forms
are up-to-date.

Help Opens Program Help. F1

Launches the ATX Blog, which contains a series of posts about tax-
related events and information that ATX customers need to know. The
Notifications Notifications button (present on the toolbar in all Main Managers) is red
when new natifications (blog posts) are available (and have not been
viewed). The button is green when notifications are all up-to-date.

Rollover Manager Toolbar

v o P @

Rollower  Mark All Unmark All Browse Preferences Motifications Help

Toolbar Button Description Shortcut

Rolls over any data within the Rollover Manager that has a selected
Rollover (marked) check box. This includes any of the returns, or other
administrative data (company, payer, preparer/ERO, forms or hourly).

Marks the check box beside all the returns listed in the Rollover

Mark Al Manager.

Deselects the check box beside all the returns listed in the Rollover

Unmark All
Manager.
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Toolbar Button Description Shortcut

If your current program is not automatically found (in the default
Browse directory), a Browse for Folder dialog box allows you to browse to the
location on your computer where your returns from last year are stored.

Preferences Opens Rollover Manager Preferences.

Launches the ATX Blog, which contains a series of posts about tax-
related events and information that ATX customers need to know. The
Notifications Notifications button (present on the toolbar in all Main Managers) is red
when new notifications (blog posts) are available (and have not been
viewed). The button is green when notifications are all up-to-date.

Help Opens Program Help. F1

E-file Manager Toolbar

R A O PO

Open Transmit Receive Acks Mark All Unmark Al Preferences Motifications  Help

Toolbar Button Description Shortcut
Open Opens the highlighted or selected e-file.
Transmit Transmits the highlighted or selected e-file(s).

When the IRS receives a file from you (via our product), it electronically
transmits an acknowledgement (ack) which you can then receive. To
receive acks for one or more returns, mark them and click the Receive
Acks button.

Receive Acks

Selects the check box beside all the returns listed in the E-file

Mark Al Manager.

Clears the check box beside all marked returns listed in the E-file
Unmark All

Manager.
Preferences Opens E-file Manager Preferences.

Launches the ATX Blog, which contains a series of posts about tax-
related events and information that ATX customers need to know. The
Notifications Notifications button (present on the toolbar in all Main Managers) is red
when new notifications (blog posts) are available (and have not been
viewed). The button is green when notifications are all up-to-date.

Help Opens Program Help. F1
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Bank Manager Toolbar

g o= M o W@

Disbursement Details  Print Checks Receive Acks Preferences Motifications Help

Toolbar Button Description Shortcut

Launches the Disbursement Details dialog box which shows details on
Disbursement Details the disbursement associated with a particular return, as well as the fees
that are deducted from the disbursement.

If you have internet access, this button automatically opens the CCH
Small Firm Services Client Login. After logging in, you can go to the

i +
Print Checks Online Check Printing center, where you can manage and print your Ctri+H
currently available checks.
. To receive acks for one or more returns, mark them and click the
Receive Acks .
Receive Acks button.
Preferences Opens All Managers Preferences.
Launches the ATX Blog, which contains a series of posts about tax-
related events and information that ATX customers need to know. The
Notifications Notifications button (present on the toolbar in all Main Managers) is red
when new notifications (blog posts) are available (and have not been
viewed). The button is green when notifications are all up-to-date.
Help Opens Program Help. F1
Open Returns Toolbar
If you have opened a return, you'll see the following toolbar:
s@ Adj’:%m; R?e s«gfnk ]nﬁm ﬁ Fn?rd cmxmm [% CCFﬂwm CI\ESP%MI E;:é epnt = Prepa%ERD Ta):‘i@;av:h mgm Dm‘ds Not!Eons @
Toolbar Button Description Shortcut
Save Saves the open return. Ctri+S

Opens the Select Forms Dialog Box, which allows you to select

Add Forms additional forms to add to the open return.

Only returns that have been backed up using the Backup and Restore
feature may be restored to the application. Allows you to browse to a

Restore location where your backup returns are stored, and select a return to
restore to the application. Backup returns have the return name prefix
and a .atx17Backup file extension.
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Toolbar Button

Start Link/Finish Link

Interview

Back

Forward

Check Return

Print

Page

CCH iFirm

Client Portal

E-file

ePayment

Calculator

Preparer/ERO

Tax Research

Search Online

Practice Aids

Notifications

Help

102

Description

Creates a link between fields on a form. Button behaves like a toggle
switch.

Opens the Interviews tool above the retumn.

Moves to the previous form or worksheet that was open.

If you have moved back and forth on several forms within a return, will
move you forward to a form later in the sequence.

Checks the open return that you're currently viewing.

Launches the Print Return Dialog Box, which allows you to print the
entire return.

Prints the current page.

Launches CCH iFirm , a solutions for your office that assists with office
workflow and your accounting client's needs.

Launches CCH iFirm Client Portal, where you can organize and share
important documents with clients.

Launches the Create E-file process for the return that you're currently
viewing.

Launches iTransact.com.

Opens the Calculator. F8
Opens the Preparer/ERO Manager, which allows you to enter multiple
preparers and their respective information into a common data repository
so they can be easily selected by preparers as they assemble returns.
Launches Tax Research in your web browser.

Displays a search box where you can type your search criteria and ATX
launches your Internet Browser where you can search using the CCH
Browser Search plug-in. If the plug-in is not installed you are prompted to
install the CCH Browser Search plug-in at this time.

Provides signature forms, specific elections, flowcharts, worksheets,
checklists, tables, and tools using your Tax Research Login
Credentials entered on the Return Manager tab of the Preferences
dialog box.

Launches the ATX Blog, which contains a series of posts about tax-
related events and information that ATX customers need to know. The
Notifications button (present on the toolbar in all Main Managers) is red
when new notifications (blog posts) are available (and have not been
viewed). The button is green when notifications are all up-to-date.

Opens Program Help. F1

Shortcut

Ctrl+B

Ctrl+Shift+F

Ctri+P
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Notifications

The Notifications toolbar button gives quick access to the ATX Blog, which is a series of posts about tax-related events and
information that ATX customers need to know.

The Notifications button is red when new notifications are available (and have not been viewed). The button is green when
notifications are all up-to-date. The Notifications button is present on the Toolbars of all Main Managers.

To open the ATX Blog, do one of the following:

1. Do one of the following:
« Click the Notifications button on the toolbar.

« From any main manager, click the Support menu; then, expand the Web Sites fly-out menu and select ATX
Blog.

My ATX Blog A

7 . . Downloading PDFs from the On... L8 Tab e

Still Time to Reserve You... e b el e e e G T Worricd about Tax Ch .
The 2017 GetWise Seminars will be held in November a PDF from, ) - orried about Tax Changes for...
and December, and there is still time to register! https: / [support.atxinc.com/download/ OnlineLib

rary.aspx, you vill see “This page can’t be Attend 2017 GetWise Seminar in..
These one-day educational conferences offer 8 displayed. This should be resolved today.
CPE/CE credits, and review tax law updates, software o 5
enhancements and training for the 2017 Tax Year. For now you can go directly to the agency iy (Tt

websites and download a PDF or instructions.

Schedule Maintenance for Sept... Electronic Filing Center Mainten
[Update 9/10/2017 5:30pm EST]

Protecting Your Critical B...

e e e e e Get to Know Your 2017 GetWise...
T e e e e e Scheduled maintenance is completed and all

one of thess impacted areas, its a good time to sites are available Scheduled Maintenance Sept 5th__
refresh your knovledge of the backup and restore

Capabilities in ATX. [Updats 9/8/17 2:dtpm EST]

IRS Issues Urgent Warning to Be_
We will be starting the maintenance at 6:00pm
EST this evening.

Top 10 Reasons You Should Att... 2017 GetWise Seminars Filling u...
IRS Update about Your e-... z

The countdown is on to Wolters Kluwer’s much-

The IRS is planning s seriss of actions this summer and  loved 2017 Getiise Seminars, which vill be hetg  EFC & Sites: Planned Maintenanc...
fall to improve e-Services usability and to improve e- in November and December. Register now and

Services security. The result will be a better product plan to take advantage of the many benefits that IR-2017-133: San Diego IRS Tax F_.
that will better protect you and your clients, All e- these action-packed, one-day seminars offer

Services users will be affected by these actions.
Prepare for the 2017 Tax Year.

Dynamic Views theme. Powered by Blogger.

Open Return Interface

- i —
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City, fown or post ofice, state, and ZIP code. If you have a

‘and on ine 6 are correct.

1040
[scha
== Depsriment of the Treasury—Intems| Revenue Service (99)
S;:uugff;? § 1 040 U.S. Individual Income Tax Return OMB No. 1645-0074 | IRS Use Only—Do ot wite or sisple intis space.
441 . ending ‘See separate instructions.
e Yourfistname W] Castrame S| Your socil security number |
ank Account_|JONN ] Sample pg— E
Home Office Exp| 7@ JOIT rG1UIT, SPoUSEs Tt name ML Lastname Sufix ‘Spouse’s social security number
= Jane | Sample |-
W ‘orm Tabs | |~ Home address (number and sireet). I you have a P.0. box, see instructions. ‘ ApL 0. A Vatesusne s aove

Presidential Election Campaign

Clarkston oA 30021 Check here you,or yourspouse g
Foreign courtry name oty fund.Checking
2 box belowil not charge your e
ot You | spouse
il 1 Single 4[] Head of housenold with quaifying person). (See instuctons) If
Filing Status L] sra U the qualiing person is a chikd bt not your dependent, enter this
2 Married fling jointly (even if only one had income) chic's name here.
3 [ Married fiing separately. Enter spouse's SSN above
and full name here: > ; ;
Check only one S i First name. Lastname SSN
box. First name Last name 5 D Qualifying widow(er) with dependent child
Bores checked
Exemptions Yourself. If someone can claim you as a dependent, do not check box 6a ontamath 2
Spouse , No. of children
onécwho;
< Dependents: 2 Depercert 5)Depercent Py [ ——— et you o
Enter Dependents on "Ln 6c - Dependents* tab beiow. NG hriUl Il rs ccieritall LI e IS L -
Pages &uWorksheets (G)1 |2 | Checks | Fiersinfo | Ln6e - Dependents | Ln7 - Wages | Ln10 - Tax Refund | L 11.- Alimony Rec | Ln15b - Literal and At | Ln19 - Unemploy | Ln20-55 (3 )Zeom H— 120
—
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Forms, Schedules, and Spreadsheets

By default, forms, schedules, or spreadsheets are displayed as tabs to the left of the return

To open a form, schedule or spreadsheet, click the corresponding tab.

To move form tabs to the top of the return:

1. From the open return, click the Tools menu; then, select Preferences.
Open Return Preferences are displayed.
2. Clearthe Show the form tabs on the left check box.

3. Click Apply.
4. Click OK.

Pages & Worksheet Tabs and Button

The Pages & Worksheets button is followed by a row of numbered and named tabs. Each represents a page, input sheet,
detail schedule, and/or worksheet in the currently displayed form, schedule, or custom spreadsheet. The arrows (circled in
red) allow you to scroll between all the pages and worksheets in the form.

%, As analternative to the tabs along the bottom of the window, click Pages & Worksheets to display all forms and
' worksheets from top to bottom.

Pagel
Page 2
Return Checklist (1040) m
Filers' Information (1040)

Line Gc (1040) - Dependents Statement

Line 7 (1040] - Wages, Salaries, Tips, etc,

Line 10 (1040} - State and Local Income Tax Refund
Line11 (1040) - Alimony Received

Line 15b (1040) - Literals and Amounts

Line15b (1040) - 2010 Roth IR& Conversions Taxa...
Line16b (1040) - 2010 Rollover to Roth IRAs and...
Line19 (1040) - Unemployment Compensation
Line 20 (1040) - Social Security Benefits

Line 21 (1040} - Other Income rovinceico
MOL Explanation Staterment (1040)

Line 23 (1040) - Educator Expenses

Line 28 (1040) - Self-ermployed SEP and qualified...
Line 29 (1040) - Self-Employed Health Insurance ...
Line 31 (1040) - Alimony Paid

Line 33 (1040) - Student Loan Interest Deduction ¥s 33N 3
Line 36 (1040) - Other Adjustments to Income
Line 40 (1040) - Standard vs. Itemized Deductions

(=)

mmplete 5

ad incon

Line 43 (1040) - Capital Construction Fund and 5... =
Line 44 (1040) - Foreign Earned Income Tax
Line 44 (1040} - Tax Calculation 5 3 depe
A2 Flertinn Fynlanatinnsdskatement 10401 -
(~) Jh_m

Pages & Worksheets || 1 |2 I Checks | Filers Info I Ln Ge - Deper

To scroll up or down, click the up or down arrows.

Several types of tabs can appear at the bottom of a form. The most likely tabs are numbered, and correspond to actual form
pages. Other tabs can represent:
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« Input sheets
« Supporting schedules
« Worksheets that may or may not be relevant for your client

To open a page or worksheet, click the corresponding tab.

Progress and Results Dialog Boxes

Progress and Results dialog boxes appear during processes that do not happen instantly. The dialog box outlines multiple
steps involved in performing the requested function as well as a progress bar that shows the percentage of completion for the
requested function. While the process is occurring, the progress bar moves and the steps involved in the process are
checked off as they are completed. When the entire process is complete, the dialog box becomes a "Results" dialog box,
showing either successful or unsuccessful results.

Progress and Results dialog boxes appear during the following processes:

« Rollover

« Updates (program and forms)

« Opening a newly created return
« Opening existing returns

o Transmitting information

« Printing

« Importing/Exporting

Progress Dialog Box

= Opening Return: Sample, Jim

Processing:

@ Loading User Entries

& Loading 5 of 5 forms

@# Check For Rollover Data

= Constructing User Interface
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Results Dialog Box

Successful Results

Update Results =]
o’ Updates Completed Successfully!

| 100%

Updated:
47" Connecting to the web server
&7 Collecting forms information
& Mo forms downloaded (All forms up-to-date)
@ Ne forms processed (All forms up-to-date)

| Form Update Report

Unsuccessful Results

Update Results [E]

/. Update did not complete successfully.

[ Y

User cancelled the update before it could complete.

Updated:
@ Connecting to the web server
& Collecting forms information
/&, Downloading 18 of 5276 forms
/&, Processing 12 of 3276 files

=| Form Update Report

Zooming In and Out

The Zoom Slider tool, as well as Enlarge and Reduce options, enable you to adjust the magnification of any page on forms,
schedules, or worksheets for the return you have open.

Enlarge/Reduce

%, TheEnlarge and Reduce options adjust the size in 25% increments.
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To enlarge or reduce the page (form):

1. Do one of the following:
« Click the Tools menu; then, click Enlarge or Reduce.
« Press Ctrl + (+) to enlarge the form or Ctrl + (-) to reduce it.
2. Repeat the previous step until the page is displayed at the desired size.

Zoom Slider

The Zoom Slider (which can be found on the bottom right of each form) allows you to dynamically change the size of the
return from 25% to 200% actual size.

| 2

x[» | Zoom [:} 100%

"% Bothfeatures apply only to the screen view; print sizes remain the same. Also, these settings only apply to the current
return, and are not saved when you close the return.

Messages and Warnings
Informational Messages

Informational messages tell you something about the product or process that you're working on. Message boxes are marked
with either a question mark or with a blue circle with the "i":

Rezet Fields for Current Tab @]

(9 Resetting fields will restore default field

% &

L—" sequence, width, and visibility on the current tab.

Mo fields or data will be deleted.

Reset I [ Cancel

Warning Messages

Warnings often appear when you are in jeopardy of losing data. They bear the red exclamation point symbol:

Delete Return =]
Are you sure that you want to permanently delete this return?
Sample, Sam

A WARNING: Deleted returns cannot be recovered!

Delete Return | [ Cancel
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Refund Meter

The Refund Meter, located in the upper right corner of an open return, indicates the refund or amount due for the retun. This
amount is updated automatically as you enter data into the return.

%, TheRefund Meter is enabled by defaullt.

|D"e—$5m’| If the taxpayer owes money, the Refund Meter is red.
Refund: $2,494 |

= If the taxpayer is entitled to a refund, the Refund Meter is green.

If taxpayer owes no taxes, but is due no refund, the Refund Meter is blue.

%, Click the Refund Meter to open a detailed Tax Summary/Carryover Worksheet for the return.
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Getting Started

The purpose of this section is to help you get up and running with ATX as soon as possible. The basic information you
will need to get started can be found in the following topics:

« Government Instructions
« Internet Connection

« Display Settings

« Activating Other Products From Within ATX
« LoggingIn

« Editing Passwords

« Updating ATX

o Form Update Report

o Administrative Tasks

o Setup Checklist

« Help and Support
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Setup Checklist

A thorough and timely setup early on can save you countless hours during the busy season when you need them most.

Setup Task

Install and Activate ATX
Define Admin User Password

Update

Confirm Backup and File Storage Locations

Add User Accounts and Passwords

Define/Restrict User Tasks and Passwords

Rollover from ATX 2016

Add/Verify Preparers/EROs
Set Up System Preferences
Set Up Client Letters

Set Up Billing Rates
Set up Global Print Options

Set Up Print Packets

Review Settlement Solution Options and Enroll

Setup Fees

Customize Managers and Set up Custom Fields
and Forms
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Instructions in Program Help/User

Guide Done?

Installation and Activation
Login and Password Requirements
Updating ATX

Backup and Restore

Backup and Files Preferences

Changing Your Backup Location (required for
most third party products)

Adding Users to the System

Modifying a User's Security Profile
Editing Passwords

Rollover Other Data
Rollover Returns from Last Year

Adding Preparer/ERO Information
Entering an ERO EFIN

Preferences

Working with the Standard Client Letter
Client Letter Templates

Setting Up Hourly Rates
Setting Global Print Options
Print Packets

Bank Products
FeeCollect™
FeeCollect PS Package
Enrollment Manager

Bank Product Fees
Setting Up E-file Fees

Customizing Managers
Customizing Master Forms
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Setup Task gj:(rjl;ctlons in Program Help/User Done?

Preparing Returns

Practice Returns Creating Returns
Adding Forms to a Return

Review E-file Information Adding IIDrepare.r/ERO Information
Modernized E-file

Sign In To CCH iFirm

Export Existing Contacts to CCH iFirm
Setup Jobs for Job Status (opens CCH iFirm
help)

CCH iFirm Setup (if applicable)

Display Settings

Our software is optimized for a screen resolution of 1024 x 768 pixels or better (Super VGA, using standard fonts). Higher
resolutions display screen fonts more clearly and show the full width of our forms. If your current screen resolution is lower
than this recommended setting, you should adjust the resolution.

Change your screen resolution instructions from Microsoft.

2 Many video card manufacturers replace the standard Windows display options with customized boxes and menus. If
your settings do not resemble the examples used by Microsoft, refer to your video card manufacturer documentation.

Government Instructions

The Government Instructions feature displays the instructions written by the taxing agency that explain how to complete
federal and state forms.

%, Govemment Instructions are made available in PDF format via the agency Web site (such as www.irs.gov). You must
~ havean active Internet connection as well as an installed PDF viewer (such as Adobe Reader) to view government

form instructions.

Each time ATX is opened, a process runs to determine whether or not Government Instructions have been downloaded to
your machine; if not, you'll be given the opportunity to do so. An update message is displayed if the instructions are not up-to-
date, giving you an opportunity to update.

From Outside a Return

To access government instructions from outside a return:

1. From any of the Main Managers, do one of the following:
« Click the Support menu; then, select Government Instructions.
o Press F3.
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Select Forms =]
Forms  View
& d 00
Open Forms  Clear View Form Help Cancel
[C] Find: (Ctrl+F) Name Description Status PDF Approved PRS  #
| 1120 Corporation Income Tax Return Installed 7‘
1120-F5C Income Tax Return of Foreign Sales Corporation Installed E‘
[] Federal 1120-1C-DISC Interest Charge Domestic Sales Corporation Installed —-
E Et;::l Al v | 1120-sF Income Tax Return for Settlement Funds Installed
930 Return of Organization Exempt from Income Tax Unavailable
] Individual 930-PF Return of Private Foundation Unavailable
["] Corporation Info Sheet Information Sheet Installed
E ;f;;z&:zn” Sch A (1040) Itemized Deductions Installed
O Fiduciary Sch C (1040} Profit or Loss from Business (Sole Prop.) Unavailable
(| Exempt Org Sch E (1040) Page 1 Supplemental Income and Loss Page 1 Installed
E S:I;SU‘E‘* Use Sch F (1040} Profit or Loss from Farming Unavailable
[C] Benefit Sch K1 (1065) K-1 {1065) Partner's Share of Income, Deductions Installed
[C] Estate Sch K1 (11205) K-1 Shareholder's Share of Inceme, Deductions, Cr. Installed
E g‘::ﬂi(atmns 1040-£5 Estimated Tax for Individuals Installed
= Spanish 1040-E5 (MR) Estimated Tax for Nonresident Alien Individuals Installed
1040-ES (PR} Contribuciones Federales Estimadas del Trabajo Installed
["] Selected Forms 109901V (Worksheet) 1099-DIV Dividends and Distribution Worksheet Unavailable
1099G (Worksheet) 10938-G Gevernment Payments Worksheet Unavailable
Clear Filters | 1098INT (Worksheet)  1093-INT Interest Worksheet for Input Unavailable
1099MISC (Workshe...  1099-MISC Miscellaneous Income Worksheet Unavailable View Instr
1099R. (Worksheet) 1099-R Pension Worksheet Unavailable View Instr .

2. Select the form you want. See Finding Specific Forms.

3. Do one of the following:
o From the PDF column, click the View Instr link.
« Click the View menu; then, select Government Instructions.
o Press F3.

From Inside the Return

To access government instructions for the current form, do one of the following:

« Click the Support menu; then, select Government Instructions.
o PressF3.

The system will detect whether or not you have instructions installed on your system, and whether those instructions are the
most up-to-date.

If Instructions Are Not Installed

Download Instructions (&)

The instruction you selected is not yet installed on your computer,

Click Check for Updates to check for available form instructions.

Check for Form Updates] [ Cancel

Click Check for Form Updates. If the instructions are available, they'll be downloaded to your machine and will open
automatically.
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If Instructions Are Not Current

Update Instructions @

A newer version of instructions is available,

Click Update to download and open the instructions. Click Open
to view the instructions without updating.

Update | [ Open |

Click Update. The updated instructions will be downloaded to your machine and will open automatically.

Internet Connection

The most important e-filing prerequisite is the ability to transmit your data. There are two considerations to keep in mind: 1)
the speed of your Internet connection; and 2) the type of connection.

Connection Speed

Although e-files themselves are not particularly large files by today's standards, over the course of the tax season you will
need to frequently update your program files and the various forms you will be filing. Often, these files are large and many
users find that a dial-up connection is simply too slow to be practical. We recommend using a broadband connection, such as
DSL or cable.

Connection Type

You can have either a direct connection or a portal connection to the Internet. A direct Internet connection is one in which your
computer uses the standard TCP/IP Protocol to communicate with other computers and access Intermnet services, such as e-
mail, Telnet, or FTP. While connected via TCP/IP, you can check your e-mail, for example, with any e-mail program you
choose. Your Internet service provider (ISP) does not require you to use its program to access e-mail or other Internet
services.

If your Internet service provider is an Internet portal service, you may not have access to all Internet services, or you may be
required to use your provider's software for specific services. In some cases, this software—or limitations imposed by the
provider—may prevent you from transmitting your e-files. If you connect to the Intemet through such a service, you may need
to contact your provider to ensure that their service supports ATX e-file software.

Firewalls

A firewall prevents unauthorized access to and from a network or a stand-alone computer by monitoring and controlling
communication at specific entry points, or ports. A firewall can be a physical device (hardware), a program (software), or
both.

To use ATX software to e-file your returns, you must ensure that your firewall is configured to allow communication between
your computer and ATX. For many software-based firewalls, this configuration step is simply a matter of adding your
software to the firewall's list of trusted programs (or a similar designation). If your firewall requires specific information about
authorized contacts, enter the following values where appropriate:
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DNS: ws.atxmax.com
Port: 443

2 If you upgrade your firewall software, you may need to re-enter this information. Visit
http://www.microsoft.com/security/default.aspx for more information on firewalls.

Activating Other Products From Within ATX

If you upgrade your ATX package, you'll need to enter your new Activation Code before the system will recognize your
upgraded status and allow access to any new features you may have acquired.

%, Ifyou purchase Additional License packs, ATX Add User License(s) appears in the Product pane. This single entry
~ covers all your Additional License purchases. To confirm your product purchases, go to My Products on the MyATX
Solution Center.

To activate your upgraded ATX product:

1. From Return Manager, click the Support menu; then, select Activate Products.

Activation Codes =]

To activate a new product, enter your activation code and click Activate,

Enter your activation code: | = =

Products:
MAX Program

ﬁ Payroll forms are included in your package via a separate install.
Click here for installation instructions

@@E Activate ][ Cancel ]

2. Enter activation codes for any additional products you want to activate, then click Activate. If the activation code is

successfully entered, the name of your product appears in the Products pane.

Login and Password Requirements

ATX requires login credentials for all users. The first time you access ATX, your office administrator must establish a
password for the Admin user.
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% Your 2016 ATX login password does not carry-forward to 2017 ATX, you must create a new login password.

LY
To learn more about your initial access to the system, see Initial Login and Setting Update Preferences.

% Eachuser must have a user account with a User Name and Password. The Admin user sets up User Names and
Passwords in Security Manager.

All users will be required to log in upon opening ATX. To learn more about accessing the system as a user, see Logging In.

ATX requires you to login after 24 hours of activity or 30 minutes of inactivity.

% Ifyouclick Close ATX on the login page, changes made to open returns will not be saved.

Password Requirements

The Admin user is required to establish user accounts and passwords for all users. Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter

o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

Expired Password

Passwords expire every 90 days. ATX provides reminders informing you that your password will need to be reset soon. To
reset your password before the expiration, click Change Password when the password reminder appears. If your password
has expired, use the Edit User Password link on the Login page to change your password.

If the Admin user gets inadvertently locked out of the system or forgets the Admin password, the Reset Admin Password
feature can be used to reset the password. See Resetting the Admin Password.

If a non-Admin user gets inadvertently locked out of the system or forgets their password, the Admin user will use Security
Manager to reactivate and change the password on account. See Resetting a Locked User Account.

Initial Login and Setting Update Preferences

ATX requires login credentials for all users. The first time you access ATX, your office administrator must establish a
password for the Admin user and select update preferences.

To login and select update preferences:

1. Double-click the ATX icon on your desktop.
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[ Weicome To ATX

Login passwords do not rollover from prior
yearversions and are different than
passwords used on the support site.

Passwords expire every 90 days.

™
A I X User Name

Professional Tax Software Admin
Enter a new password:
Tax Year 2017 )
Re-enter new passward:
&5 Wolters Kluwer
(7] Help [T] Rermember User Name I Login I [ Cancel ]

2. The User Name field defaults to Admin. You must first establish a password for the Admin user in order to access
ATX.

% Passwords must follow these guidelines:
o 8-20characters
o Atleast 1 UPPER case letter
o Atleast 1lower case letter
o Atleast 1 number
« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

3. (Optional) Select the Remember User Name check box to have your User Name automatically populated when
you launch the application from this workstation.

4. Click Login.

Download Form Updates (]

| You can customize what types of forms will update in preferences.
djust form update settings|

Click Continue to check for form updates.

=| Form UEdate ReEort Continue I [ Cancel

5. Do one of the following:
« Click Continue to update forms per current Updates Preferences settings.
« Toview or change current Updates Preferences settings prior to updating, click Adjust form update settings.
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Subsequent Login and Update

After your initial login, the program remembers your Updates Preferences; you will not have to select them again, unless
you want to change them. With subsequent logins, the system immediately launches the Update function and downloads
forms and/or program updates according to your Preferences.

Logging In
ATX requires login credentials for all users. See Login and Password Requirements.

To log in to ATX use the following steps:

1. Double-click the ATX icon on your desktop.

mWechrneToAT)(

Login passwords do not rollover from prior
year versions and are different than
passwords used on the support site,

™
A I X Passwords expire every 90 days.

Professional Tax Software

User Name
Tax Year 2017
Password
(i}
&5 Wolters Kluwer
@ Help [[] Remember User Name

", Youruser name and password must be set up in ATX for you to log into the system. If you don't have a user
~ name or password, see your ATX system administrator.

2. Inthe User Name field, enter your user name.
3. Enteryour password in the Password field, and click Login.
" The Password field is case-sensitive. Passwords are required and add an extra measure of data security.

4. (Optional) Select the Remember User Name check box to have your User Name automatically populated when
you launch the application from this workstation.

5. Click Login.
Resetting a Locked User Account

When a user account becomes locked, the administrator (Admin user) must log in and reactivate the user in the system.
While the user will no longer be able to access the system, the system will still have the user name's setup information. This
is a particularly useful security feature for businesses that have repeat seasonal employees, such as seasonal tax preparers.
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2 Only the Admin user or users with Security Manager rights may access Security Manager.

To reactivate a user's profile:

1. Click the Tools menu; then, select Security Manager.

Security Manager =]
Users | Groups
User Mame Active  Group Memberships
Admin Administrator
Jane Basic Group, Office Manager, Tax Preparer
@ el

2. Click the user whose profile you want to unlock.

3. Click Modify.
Medify User ]
User name | Jane [F] Active Password | sessssss (7]
Locked Account
Available groups Assigned groups
Administrator Tax Preparer
Office Manager
Basic Group
@ Help OK | [ Cancel

4. Check the Active check box.
5. Entera new password in the Password field.
6. Click OK.

Editing Passwords

If you want to change your password, you must know your current password in order to complete this process.
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If you do not know your current password use one of the following:

¢ If the Admin user gets inadvertently locked out of the system or forgets the Admin password, the Reset Admin Pass-
word function can be used to reset the password. See Resetting the Admin Password.

¢ If the user gets inadvertently locked out of the system or forgets their password, use Security Manager to reactivate
and change the password on the account. See Resetting a Locked User Account.

%, Users are required to sign into ATX on the Welcome To ATX dialog box using their User Name and Password. See
' Logging In.

Editing User Passwords

To add or edit your user password:

1. From Return Manager, click the Options menu; then, select Edit User Password.

Uszer Password =

Enter password information below. Passwords are
case sensitive.

Enter current password: Tesmrard] mrirs: T

- B-20 characters
-1 UPPERCASE letter

- 1 lowercase letter
Enter a new password: -1 number

-1 special character (ex. 715 &)

Re-enter new password: Password expires every 90 days.

[ Save ] [ Cancel

2. Inthe Enter current password field, enter your current password.
3. Inthe Enter a new password field, enter your new password.
4. Inthe Re-enter new password field, enter your new password again.

An error message will appear if the Enter a new password and Re-enter new password fields do not
“== match.

5. Click Save.

Updating ATX

In ATX, there are two separate types of updates:

« Forms Updates, which offer the most recent forms available for filing
« Program Updates, which update the ATX application.
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Forms Updates

You can select the forms you want to include when checking for form updates in Updates Preferences. By default, ATX
automatically searches for and installs any available Federal forms each time the program is opened. You'll have to specify
the state(s) for which you want to download forms.

To get Forms Updates from inside the ATX application:
Click the Forms button on the toolbar; then, click Continue in the Download Form Updates dialog box.

%, Ifthe button is green, then your program is already up to date.

Program Updates

A Program Update is an updated version of the ATX software program. You can receive program updates in the following
ways:

« By clicking the Program toolbar button from inside the application; or

« By downloading them from the website.

o Premium DVD (additional purchase required).

Server Out-Of-Date

When your ATX server version is out-of-date, ATX displays the following message indicating you need to update your server.
The Program toolbar icon displays red indicating a server update is required. ATX provides a Program toolbar icon tooltip to
differentiate between workstation and server Program Updates.

Server Out-of -Date =

The server is out-of-date. To ensure you are receiving the latest
enhancements and fixes, we recommend that you update your
server to the latest version,

Close |

Getting Program Updates from Inside the Application

To get Program Updates from inside the ATX application:
Click the Program button on the toolbar; then, click Continue in the Download Program Updates dialog box.

%, Ifthe button is green, then your program is already up to date.
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Getting Program Updates from the Web

In addition to receiving updates and update alerts within ATX, you can also access your ATX software updates from the
Solution Center website.

To download a program update from the Web:

1.
2.

o 0 ks~ w

10.

11.

Enter www.MyATX.com in your Web browser.
Under Preparer Solutions, click the Download Center link.

The Client Login page appears.

If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

Enter your User Name in the User Name box and press the Tab key.

Enter your Password in the Password box.

Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

Click Log In.

The Download Center tab of the MyATX Support Center Website appears.

From the menu on the left, click the Program Updates link for the current tax year.

The Tax Program Updates page appears.

Select the desired program update.

8 27x 2017 - InstaliShieid Wizard (el

Welcome

JAN D, € instalishield Wizard for ATX 2017
7

The InstallShield{R) Wizard will install ATX 2017 on your computer. To
continue, click Next.

WARNING: This program is protected by copyright law and international treaties.

u'? Wolters Kluwer

[ Next = ] I Cancel l

Click Next.
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B8 amx 2017 - InstaliShield Wizard (m23al]

ATX
17

The Installshield Wizard has successfully installed &TX 2017. Click Finish to
exit the wizard.

12. Click Finish to exit the InstallShield Wizard.

Help and Support

Help is offered in several ways. The most commonly used are as follows:

The Support Menu gives access to a variety of resources, including Program Help, the User Guide, Education
Library, Release Notes, tax related web sites, and Customer Service Ultilities.

Program Help (F1) contains detailed information on the features and functions offered in ATX.

Government Instructions (F3) include instructions from the Internal Revenue Service (IRS) for federal and state
tax forms. See Government Instructions.

Education Library

The ATX Education Library, features short instructional videos and accompanying guides designed to help you work with your
tax preparation software. Each video guides you step-by-step through important program features and topics to help you
prepare for tax season.

There are topics to help with the following:
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Installation and Networking

Rolling over returns

Backup and Restoring Files

Client Letters and Client Communication Manager
Updating your ATX Software

Printing and Setting Up Print Packets

%, Visit the Education Library for other videos to help with ATX features and functionality. You can access the
Education Library either from the MyATX Solution Center or by entering https://www.cchsfs.com/atx_
education_library/ in your Internet browser.


https://support.atxinc.com/
https://www.cchsfs.com/atx_education_library/
https://www.cchsfs.com/atx_education_library/

ATX Managers

Chapter

Managers are areas of the application that help you organize or manage the many tasks required in the return
preparation process. There are Main Managers, Setup Managers, and Functional Managers. Each will be
discussed in detail in this section:

Return Manager

Rollover Manager

E-file Manager

Bank Manager

Preparer/ERO Manager
Company Manager

Payer Manager

Security Manager

Billing Manager

Client Communication Manager
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Main Managers

Tasks that you probably tend to perform on a daily basis are accessed via the tabs at the very top of the ATX window.

Main Managers Description

The Return Manager allows you to view and sort all the returns entered in your system.

Return Man r . .
etu anage Allows you to sort returns based on completion, refund status, and accounts receivable.

The Rollover Manager lists returns that can be rolled over from last year or from a prior month

Rollover Manager
or quarter.

E-file Manager The E-file Manager handles all efiling tasks.

The Bank Manager handles all tasks associated with providing bank products. This Manager

Bank Manager . L .
9 also includes reports to assist in reconciling bank product fees.

Each of the main manager tabs includes one or more view tabs, which appear below the toolbar. These tabs separate the
general information displayed by a particular manager into more specific categories.

Open Return(s) Tabs

When a return has been opened, the Return Name appears in a tab ATX™ 2017 alongside the other main manager tabs. When
areturn is open, all forms, worksheets, and letters are displayed in tab format beneath the toolbar. See Open Return
Interface.

Setup Information Managers

%, Setup Information Managers are located under the Tools menu.

Information Managers Description

The Preparer/ERO Manager allows you to enter Preparer/ERO information
associated with your business. Information can include firm information, as well
as specific information related to e-filing capabilities (such as a personal EFIN or
whether they are an ERO).

Preparer/ERO Manager

The Company Manager allows you to enter companies for whom you prepare

Company Manager : :
pany g returns. Makes data entry on multiple returns faster and easier.

Allows you to enter payers that have been entered on forms (such as W-2 and

Payer Manager 1099). See Payer Manager.
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Functional Managers

% Functional Managers are located under the Tools menu.

Functional Managers

Security Manager

Billing Manager

Client Communication Manager

Description

Allows you to define on a task-by-task basis the level of program access you
want each user to possess. See Security Manager.

Enables you to set up hourly rates for people in your organization, as well as
form rates for any or all of the forms and schedules. See Biling Manager.

Houses the Client Communication Manager dialog box, which allows you to
create customized client letters and/or templates to be used globally or per-
return.

Customizing Managers
Rearranging and Resizing Columns

All ATX managers display data in a spreadsheet format. Just like in any other Windows spreadsheet program, you can
rearrange or resize columns to suit your individual needs. Manager customizations are stored on a per user basis. If you're
one of several users on a network, the customizations you make will not affect how managers look for other network users.

The next time you open that manager, your adjustments will still be there.

Returns Accounts Receivable

Tax Warehouse

E-File | Return Name

Complete Client2  Type First Name Last Name Spouse First Name  Spouse Last Mam|

[ O Wells, Amanda
@ Gale, Mary &

(] ]| Brazier, Janice
]
0

Bonds, Larry L and Mary M

Ammons, Bob R and Susan

O

1040 Amanda Wells
] 1040 Mary Gale
a 1040 Janice Brazier

] 1040 Larry Bonds Mary Bonds
0

1040 Bob Ammens Susan Ammens

To resize a column, click and drag the column border to the left or right.

% The cursor turns into a double-sided arrow.

To move a column:

1. Click and drag the header of the column you want to move.

2. Dragitto the desired location.

"% Toreset columns to their default width and/or position, click the Options menu; then, select the Reset Current Tab or

Reset All Tabs.

To hide or display columns:

1. From Return Manager, click the Options menu; then, select Customize Fields.
2. Select the check box for the field you want to hide or display.

3. Click OK.
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Changing Data in Manager Views

In Return Manager, Rollover Manager, Bank Manager, and E-file Manager you can change information in many fields
by typing over the text; other fields are protected fields and cannot be changed.

To enter or change data in a Manager view:

1.
2.
3.

Open the manager.
Click afield and begin entering or editing data.

Press Tab to advance to the next field. To reverse direction, press the Shift+Tab keys. You can also use the arrow
(cursor) keys to navigate to fields in the same record or to move from one record to another in the same column.

Return Manager

Your software opens to the Return Manager by default. This manager allows you to manage your clients’ tax returns,

accounts receivable, and company information for tax returns.

To open Return Manager, click the Return Manager tab at the top of the application window.
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Returns  Options  Tools

+]

View Forms Reports CCHiFirm Support

¥y 0 @ & 7~ 4G

EEN
= |4

Open MNew Delete Mark All Unmark All Easy View Preferences CCH ifirm Client Portal ePayment Calculator  Preparer/ERO  Program Forms  Help

50f 5 Returns

[ Find: (Ctrl+F)

[ Individual

[] Corporation
[C] s Corperation
[ Partnership
[C] Fiduciary

[ ] Benefit

[C] Exempt Org
[7] Other

[C] Complete
[T] Incomplete

[ Marked Returns

E-file Status

["] None

[ Rejected

[C] waiting

[C] Ext Accepted
[C] Accepted

Accounts Receivable

[£]0t0 30 Days

[C]31 to 60 Days
[C]61 to 90 Days
["] Over 90 Days

Tax Warehouse

[ TaxDue
[ Tax Refund

Returns | AccountsReceivable  Tax Warehouse
E-File Return Name Complete Client#  Type First Name Last Name Spouse First Name  Spouse Last Nami
o = Wells, Amanda (=] 1040 Amanda Wells
=] Gale, Mary A =] 1040 Mary Gale
® i} Brazier, Janice =} 1040 Janice Brazier
] Bonds, Larry L and Mary M ] 1040 Larry Bonds Mary Bonds
1 Ammons, BobRand Susan  [] 1040 Bob Ammons Suszn Ammons
il i v
@ PBrazier, Janice E-file has been accepted by the agency. @ Help

Return Name Jurisdiction Type Sub Type Status
Brazier, Janice Federal 1040 Federal  Accepted

Status Date

Refund Amount
(51,028.00)

ClearFilters |

Show 500 rows perpage » | W | 4« | Page 1 ofl » W 150f5
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Returns Tab
The Returns Tab lists returns in the system and provides basic information on each return.
E-file Information Pane

By default, the E-file status for the selected return is shown at the bottom of your screen. If you would like to change the
default setting, see Return Manager Preferences.

Accounts Receivable Tab
Select the Accounts Receivable Tab to view the billing status for each customer.

Tax Warehouse Tab

Select the Tax Warehouse Tab tab for a tax summary of each retumn.

How To Topics:

« Customizing Fields

« Creating Returns

« Opening Returns

« Finding Specific Forms

« Closing Returns

« Deleting Returns

« Duplicating Returns

« Renaming Returns

« Marking Returns Complete
« Easy View

« Importing Returns

« Exporting Returns

« Export All Returns

« Exporting Marked Client List

Return Manager Menus

The Return Manager contains the following menus:

Returns Menu

Menu Item Description Shortcut

Open Selected Return Opens the return that is highlighted in blue (not Ctrl+0
checked).

New Return Opens the Select Forms Dialog Box which allows you Cirl+N

to choose the forms that will make up the new return.
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Menu Item

Close All Open Returns

Duplicate Selected Return

Delete Selected Return

Delete Marked Returns

Print Packets

Process Selected Return with ePayment

Import>Returns

Import>Converted Returns

Export Marked Returns

Export All Returns

Backup

Restore

Organizers
(visible only during the last release of the
tax cycle, usually in October)
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Description

Simultaneously closes all returns you have openin
application.

Creates a duplicate copy of the highlighted return.
Deletes the return highlighted in the Return Manager.

Displays the Delete Marked Returns dialog box,
which is a reminder that deleted returns cannot be
recovered.

Opens Print Packets, which help you set default print
options for selected print copies (Filing, Client,
Preparer, or Custom).

Launches iTransact.com

Opens a Windows Explorer window, from which you
can browse to an exported return file (in .atxExport
format). This file can then be imported into the
application.

Import returns converted from other software packages
(must be .ndf files).

Allows you to select specific returns for export.
Displays the Browse For Folder dialog box, where you
can select a location to store the returns you're
exporting.

Displays the Browse For Folder dialog box, where you
can select a location to store all exported returns.

Opens the Backup dialog box, which allows you to
manually backup returns and associated data. The
dialog box lets you select one or more returns for
backup.

Opens the Restore dialog box, which allows you to
select one or more returns to restore to the application.
Only returns that have been backed up using the
Backup and Restore feature may be restored to the
application.

Allows you to do any of the following: Create Organizers
for Marked Returns, Create Blank Organizers for New
Return, or Print Organizers For Marked Returns.

Shortcut

Ctrl+D

Ctri+Delete



Menu Item

Change Printer

Create/Print Extensions
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Description Shortcut

Launches the Print Setup dialog box, which allows you
to change the default printer (for your system) and to
make both size and orientation changes for the printed
output. You can also install a new printer from the
Network link on this dialog box.

Creates federal and state extensions for multiple returns
(with or without amounts due), adds the required
extension form to each return. Also prints the required
extension forms as part of the process.

Opens the Returns Marked for Printing dialog box,

Batch Print Marked Returns and allows you to specify print settings for a group of Ctrl+P

Exit

Options Menu

Menu ltem

Preferences

Administration

Edit User Password
Customize Fields
Reset Current Tab
Reset All Tabs
Tools Menu

Menu ltem

Preparer/ERO Manager

Company Manager

selected returns.

Closes the application.

Description
Opens Preferences which allow you to set up preferences for the program.

Enables an Admin user (or user with access to Security Manager) to Edit Password for
Selected Return or Remove Lock for Selected Return. See Editing Return Passwords
and Removing a Return Lock.

Opens the User Password dialog box, which enables users to establish or change their
system passwords. See Editing Passwords.

Opens the Customize Fields dialog box, which allows the user to define how they want the
Return Manager to appear, and what data they want displayed.

If a user has rearranged the column order or width on the current tab, this menu item will reset
the view to the original program defaults.

If a user has rearranged the order or size of the columns on any of the tabs in the open manager,
Reset All Tabs will reset all tab views to their original defaults.

Description

Opens the Preparer/ERO Manager, which allows you to enter, modify and
manage preparer and ERO information in the system.

Opens the Company Manager, which allows you to enter, modify and
manage company information in the system.
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Menu Item

Payer Manager

Security Manager

Biling Manager

Client Communication Manager

Calculator

View Menu

Menu Item
Returns
Accounts Receivable

Tax Warehouse
Mark All Displayed Returns

Unmark All Displayed Returns
Mark/Unmark Selected Return

Easy View

Forms Menu
Menu ltem

Form Update Report

Customize Master Forms

Reports Menu

Menu Item

Print Marked Client List
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Description

Opens the Payer Manager, which allows you to enter, modify and
manage payer information in the system.

Opens the Security Manager, which allows an Admin user to set up multiple
users in the system. Also allows you to specify the tasks that users may or
may not perform in the system.

Opens the Billing Manager, which allows you to set up standard and/or
specific billing rates by individual, by the hour, or by form.

Opens the Client Communication Manager dialog box which allows you to
create and/or edit custom client letters and templates.

Opens the Calculator.

Description

Displays the Returns Tab when the Return Manager is open.

Displays the Accounts Receivable Tab when the Return Manager is open.
Displays the Tax Warehouse Tab when the Return Manager is open.

Selects the check box of all returns on the current page, indicating that the
checked returns are ready for batch processing.

Deselects all returns on the current page.
Selects or deselects the check box for the selected (highlighted) return.

Opens the Easy View window.

Description

Lists the forms that were contained in the most recent update. Summarizes
changes made to the form and also contains a list of returns using each form.

Opens the Customize Forms dialog box, which allows you to customize
forms to meet specific business needs. See Customizing Master Forms.

Description

Print a list of marked clients' pertinent information.



Menu Item

Export Marked Client List

Print Marked Client Labels

CCHiFirm
Menu ltem
My Dashboard

My Jobs

My Invoice
My Reports
My Timesheet

Client Portal

Support Menu

Menu Item

Program Help

Government Instructions

Education Library

Release Notes

User Guide

Contact Us
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Description
Export a list of marked clients' pertinent information.

Print address labels for marked clients.

Description

Launches your CCH iFirm dashboard, which is an overview of your business’ efficiency,
annual review, resource allocation, work in progress, and more.

Launches your CCH iFirm jobs, where you can view jobs in CCH iFirm.
Launches your CCH iFirm invoices, where you can view and create invoices in CCH iFirm.

Launches your CCH iFirm Practice Management reports, where you can measure the
performance of team members and see how your firm is performing.

Launches your CCH iFirm timesheet, where you can track your personal time by job.

Launches CCH iFirm Client Portal, where you can organize and share important documents
with clients.

Description Shortcut
Opens Program Help. F1

If you're in an open return, this menu item launches the

Government Instructions for the current form (if instructions are
available). If you're not in an open return, this menu item launches = F3
the Select Forms Dialog Box, where you can click the View Instr

link to see instructions for specific forms.

Opens the Education Library help topic.

Opens Release Notes, which give you details about new or
changed functionality in each version of ATX.

Launches the PDF version of the ATX User Guide for Tax Year
2017.

Shows you three ways you can contact CCH Small Firm Services

to obtain help with your application: by submitting a question via
the Web site, via fax, or telephone.
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Menu Item

Web Sites

Check for Updates

Customer Service Utilities

Show Hidden Dialogs

Activate Products

Install Payroll 2017

About
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Description

Opens the following web sites: BizFilings Business Services,
Check IRS Return Status, IRS Home Page, IRS E-Services,
other ATX Tax Products, ATX Paper Products (for tax
professionals), ATX Home Page, the MyATX Solution Center,
the ATX Blog, and the ATX Knowledgebase.

Allows you to easily obtain updated program and forms information
through an automated process. Also notifies you of preferences
that you can set pertaining to this update process.

%, Thisis not available in Rollover Manager.

Enables you to provide information to Customer Service so they
may resolve your program issues.

Several dialog boxes have a Don't show this message again
check box so you can avoid receiving the same message over and
over again. If you've opted to not show these dialog boxes, the
Show Hidden Dialogs option reverses those selections, so you
will see the dialog boxes again.

Launches the Activation Codes Dialog Box. Enter the activation
code for the product you want to open or update.

Opens the Program Help topic for W2-1099 or Payroll
Compliance.

Displays the About ATX dialog box which displays the program
version, product copyright information, and customer's Client ID.
When calling Customer Care, you may be asked to provide one or
more of the numbers listed in this dialog box.

Shortcut



Return Manager Filters
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Filters are located on the left side of the screen. The Return Manager filters allow you to select which returns you want to

view at a specific time.

[] Find: (Ctrl+F)

[ ] Individual

["] Corporation
[C] 5 Corporation
["] Partnership
["] Fiduciary

[] Benefit

[] Exernpt Org
[C] Other

[] Complete
[ Incomplete

[] Marked Returns

E-file Status

[[] Mene

["] Rejected

[C] Waiting

["] Ext Accepted
[C] Accepted

Accounts Receivable

[C] 0 to 30 Days

[]31 to GO Days
[(161 to 90 Days
[ Over 90 Days

Tax Warehouse

[C] Tax Due
[] Tax Refund

Clear Filters
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You can filter your returns in the following ways:

Filter

Find check box and field

Return Types - Individual, Corporate,
Other

Complete

Incomplete

Marked Returns
E-file Status
Accounts Receivable
Tax Warehouse

Clear Filters

Returns Tab

Description Shortcut

By checking the Find check box, you can then search for a
return by entering search criteria in the Find field. This is
especially useful when you're searching for a return by
name/company name or SSN/EIN.

Ctrl+F

Select one or more of these check boxes to view only these
return types in the Return Manager.

%, Only filters matching return types in the Returns List appear.
~ For example, if you had no Corporate returns, the Corporate
check box would not appear in the filter.

View returns that have been marked as complete.
View returns that have been marked as incomplete.

View returns that are marked by selecting the check box at the
beginning of the row.

Select one or more of these check boxes to view only the returns
with specified e-file status.

Accounts receivable filters display a list of returns based on the
number of days their billing is outstanding.

Tax Warehouse filters allow you to filter according to each
return's tax status.

This button clears all the filters and displays all returns for the
Return Manager.

The Returns tab is the default view in the Return Manager. All the returns in the system are listed. Returns marked
Complete can be hidden from view if desired. See All Managers Preferences.

%, Tomodify the columns displayed in the tab, see Customizing Managers.
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Accounts Receivable Tab

To view Accounts Receivable info for your office, click the Accounts Receivable tab.

\‘x Only the Admin user and users granted Accounts Receivable rights in Security Manager may access the Accounts
== Receivable tab.
To open the Accounts Receivable view:

Inthe Return Manager, click the Accounts Receivable tab.

Returns  Accounts Receivable  Tax Warehouse
E-File Retum Mame Client#  Type Date Billed Billing Address  City, State, Zip AmountBilled  Amount Paid
5] Ambrose, Samuel J and Dia 1040 000 0.00
5] Bonds, Larry L and Mary M 1040 15000 150.00
a Brown, Emmit W and Elaine 1040 000 000
5] Gale, Mary A 1040 27500 275.00

Accounts Receivable filters

If you want billing information on outstanding accounts, select one of the Accounts Receivable filters in the Return
Manager. Filters allow you to view outstanding accounts in the following categories:

o 0-30Days

« 31-60 Days

o 61-90 Days

o Over90Days

%, Tomodify the columns displayed in the tab, see Customizing Managers.

Tax Warehouse Tab

The Tax Warehouse tab gives you a spreadsheet-like view of all your returns, in summary form. Taxable Income, Total
Tax, Total Refund, Medical Expenses, Taxes Owed, and Tax Bracket are just a sampling of the type of information
consolidated on the Tax Warehouse tab.

‘\1 Only the Admin user and users granted Tax Warehouse rights in Security Manager may access the Tax
=== Warehouse tab.

To open the Tax Warehouse, from within the Return Manager, click the Tax Warehouse tab.

Returns Accounts Receivable Tax Warehouse
E-file  Return Name Client# Type SSN/EIN Prepared Filing Status AGL Taxable Income
i} Ambrose, Samuel J and Dia 1040 Married - Filing Joi 125,200 104,600
&} Carson, Jeremy R and Karer 1040 Single 0 0
] Darn, Wallabe 1040 Not specified 0 0
] Gale, Mary A& 1040 Head of Househol 0 0
[ @ TheBusines 1120 0

135



Chapter 7: ATX Managers

Tax Warehouse Filters

Filters allow you to view returns according to the following categories:

e« Tax Due
o Tax Refund

Sorting the Return List

To sort your return list:

« Onthe Returns Tab inthe Return Manager, click any of the column headings. The data will sort in ascending or
descending order.

» Toreverse the order, click the same column heading a second time.

For example, to display your returns chronologically, according to the date on which they were last modified, click the
Modified column heading.

E-file Information

The E-file Information pane on the Return Manager tab displays for the selected return and is shown at the bottom of your
screen.

(EERRAWBREER]  Rolover Manager i Manager  Bank Manager

Retuns Options Tools View Forms Reports CCHiFirm Support
Q& , 28 2 =200
dls ¥ Q@ & 72 @ &E B =
Open New Delete Mark Al Unmark All EasyView Preferences CCHiFirm Client Portal ePayment Calculator Preparer/ERO Program Forms  Help
6.0f 6 Returns Retuns | AccountsReceivable  Tax Warehouse

E-file Return Name Client#  Type Complete First Name Last Name Spouse First Name  Spouse Last Na

[ Find: (Ctrl+F)
[ Ambrose, Samuel ] and Diane W 1040 [ samuel Ambrose Diane Ambrose

o [0  Ammons, Bob R and Susan L 1040 O  Bob Ammons Susan Ammons
[C] Individual [C]  Bonds, Larry L and Mary M 1040 O Lamy Bonds Mary Bonds
[C] Corporation
[ 5 Corporation S [ Brazier, Janice 1040 O Janice Brazier
L] Partnership ] Brown, Emmit W and Elaine L 1040 [ emmit Brown Elaine Brown
[C] Fiduciary
[C] Benefit fo) [l Carsen, Jeremy R and Karen F 1040 [ Jeremy Carson Karen Carson
[_] Exempt Org

Other
[ ] Complete
[“]Incomplete
[ Marked Returns
E-file Status
[C] None
("] Rejected
[C] Waiting
[T Ext Accepted P F—— »
(7] Accepted
Accounts Receivable ) Carson. Jeremy R and Karen F Extension has been accepted by the agency; return has not been created. @ Help
[[]0 030 Days Return Name Jurisdiction Type Sub Type Status Status Date Refund Amount
E;itgggg:ﬁ Carson, Jeremy R and Karen F Federal 1040 Extension Accepted " wa 50.00
[C] Over30 Days
Tax Warehouse
[] Tax Due
[] Tax Refund
Clear Filters Show 500 rows perpage v | W | 4 | Page 1 ofi | b | | M |[160f6
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The E-file Information pane and the E-file column on the Returns tab displays e-file status for the selected return. The
indicators on the Return Manager tab give you a quick way to see the status of a return without having to check E-file
Manager.

tat . A
= a. us Status Indicator Description
Indicator
No icon indicates an e-file is not created for the selected return.
Yellow indicates an e-file or extension is created for this return or is awaiting acknowledgement from the
agency.
III Green with white check-mark indicates the return is accepted by the agency.
Red indicates the return was rejected by the agency. Click on E-file Manager to review the rejection.
@ Green circle indicates the extension for the return was accepted by the agency.

Customizing Fields

You can create custom fields in the Return Manager.
To Customize Fields:

1. From Return Manager, click the Options menu; then, select Customize Fields.
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Customize Fields =

Show  Field Mame

Client # -
Complete

Job Status

First Mame

Last Mame

Filer DOE

Spouse First Mame
Spouse Last Mame
Spouse DOB

Company Mame

O EEENEEEERE S

S5M/EIM
Telephone
Email .

@ Help o]'¢ ] [ Cancel

2. Scroll to the bottom of the list. You'll see Custom Fields 1 through 10.
Select the check box next to the field you want to customize.
4. Click the Rename button.

w

“%_The Rename button will remain disabled until a check box is selected.
5. Enter the new field name and click OK.
6. Usethe Move Up or Move Down buttons to reposition any field in the list.

%, Resetting the fields to their default settings hides custom fields in the manager view, but it does not delete
- them from the Customize Master Forms Dialog Box. You can still re-establish them in the view by re-
selecting the corresponding check box(es), if desired.

Marking Returns Complete

You can indicate that a return is complete by marking it in the Return Manager.

If you're using ATX in a networked environment, the changes you make in Return Manager (such as marking returns
complete or moving and re-sizing columns) will not appear on other workstations. They will be unique to your workstation
only.
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To mark a return complete, select the check box under the complete column in the Return Manager.
Saving changes to returns marked Complete:

If you make changes to a return that is marked Complete, you will receive the following message:

Sawe Changes To A Completed Return @

This return is marked complete.

If you choose to save your changes, this return will no
longer be marked complete.

[ Save ] [Dnn't Save And Clnse| [ Cancel

Importing Returns

The Import feature lets you import one or more returns into ATX if they meet the following criteria:

« Returns where the year matches the ATX year. Returns from prior years should be imported into ATX for the tax
year of the return, and then rolled over into the current year. See Rollover Returns from Last Year.

« Returns were created in ATX. Returns created in other products require conversion in order to be imported into
ATX. For more on conversions, go to our MyATX Solution Center and click Conversions.

o Returns that were exported from ATX using ATX's Export function. These can be imported on any computer
that has the same year of ATX installed (imported return year must match ATX year).

To import returns:

1. From the Return Manager, click the Returns menu.
2. Expand the Import fly-out menu and select Returns.

The Import Returns dialog box appears.

3. Navigate to the return(s) to be imported.
4. Highlight the return(s) to be imported.

"% Toselect multiple files, hold the Ctrl key while highlighting the files.

5. Click Open.

6. If there are existing returns that match the returns being imported, the Confirm Replace dialog provides the option
to Replace the existing return with the imported return or to Import as Copy (the imported return will be named as
a copy and the existing return will not be changed). Select the appropriate radio button for each return listed.

%, Importas Copy is selected by default.
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Confirm Replace =]

The following returns already exist. Do you want to replace the return with the import file or
create a separate copy?

ABC Industries,atxE> 33 Day(s) Ago 42 Day(s) Ago @ .
ACME Enterprises LI 33 Day(s) Ago 42 Day(s) Ago @
Doe, John and Jane, 33 Day(s) Ago 42 Day(s) Ago @ 5
Doe, John M and Jai 66 Day(s) Ago 66 Day(s) Ago @ 1
Taxpayer, John Q (1. 41 Day(s) Ago 41 Day(s) Ago @
Taxpayer, John Q (2 33 Day(s) Ago 42 Day(s) Ago @
Taxpayer, John Q.at 66 Day(s) Ago 66 Day(s) Ago @

@I Replacing a return will also replace any e-file data that the return may contain.

[ Import l [ Cancel |

E-files (including related acknowledgments, bank application records and PDF attachments) are not included if
= youselect Import as Copy...

7. Click Import.
Import Results =]
o Import completed successfully!
100%
Import data location:
Imported:
1 of 1 returns
8. Click Close.
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Unsuccessful Imports

Irnport Results =)

/1. Import did not complete successfully

Import data location:
User canceled the import before it could complete.

Imported:
/0, 0 of 1 returns

Close

If your imported return has an e-file, you cannot transmit that e-file until you synchronize the e-file with the EFC. (This
=== will ensure that the e-file was not transmitted prior to import). Even if you're not ready to transmit the imported e-file,
you may want to sync with the EFC to ensure that the imported return’s e-file status, bank status, and Acks are up-to-

date. See Synchronizing E-files With the EFC.

Importing Converted Returns

By running the proper conversion utility, returns created in other software packages may be converted to .ndf files and
imported into ATX.

To import converted returns:

Before returns can be imported they must be converted to .ndf files and stored locally on your computer.

1. From the Return Manager, click the Returns menu; then, expand the Import fly-out menu and select Converted
Returns.

The Converted Returns dialog box appears.
2. Browse to the location where your converted returns are stored.
3. Select the returns you wish to import; then, click Open.

The Import Progress dialog box appears followed by the Import Results dialog box.

4. Click Close.
Exporting Returns

Use the Export feature to save one or more returns to a flash drive, hard disk drive or other storage media, or to transfer your
returns from one computer to another.

You can export a return from either the Return Manager or from an open return. If you use Return Manager you can export
more than one return at a time.

You must not rename an exported return in your Windows file directory. Renaming the file will prevent the possibility of
=== importing it back into ATX.
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Exporting Returns from the Return Manager

To export one or more returns from Return Manager:

1. Inthe Returns column, select the check box(es) to mark the return(s) you want to export.
2. Click the Returns menu; then, select Export Marked Returns.

Export Marked Returns =]
The fellowing marked returns (including related e-files and status

information) will be exported:
MName Details
Taxpayer, lohn Q

a Help Export Marked F‘.eturns] [ Cancel |

3. Click Export Marked Returns.

A Browse for Folder dialog box appears.

4. Navigate to and select a folder to house your exported returns.
5. Click OK.

Export Results ]

o’ Export completed successfully!

| 100%

Exported:
a” Taxpayer, John Q
& Doe, John M and Jane M
&7 2 of 2returns exported to

Close

6. Click Close.

"% Exported returns appear in the destination folder with an *.atx[taxyear[Export file format (such as
* atx17Export).

Open and Modified Returns

If you have marked returns open that have been modified you will see a message similar to the following:

i. Warning: Some marked returns are open and have been modified, those

modifications will not be exported. Please unmark any return that you do not
want to export at this time.
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Exporting Open Returns
To export an open return:

1. Saveany changes.
2. Click the Returns menu; then, select Export Return.

A Browse for Folder dialog box appears.

3. Navigate to and select a folder to house your exported returns.
4. Click OK.

Export All Returns

Use the Export feature to export all returns to a flash drive, hard disk drive or other storage media, or to transfer your returns
from one computer to another.

You must not rename an exported return in your Windows file directory. Renaming the file will prevent the possibility of
=== importing it back into ATX.

"% Besureto close any open returns, only closed/unopened returns are exported when using the Export All Returns
- feature.

To export all returns from Return Manager:

Click the Returns menu; then, select Export All Returns.

A Browse for Folder dialog box appears.

Navigate to and select a folder to house your exported returns.
Click OK.

oD =

Export Results B

/A Export did not complete successfully.

Exported:

o Sample, Jim and Jane

& Hammill, Timothy

& Ambrose, Samuel | and Diane W

o Gale, Mary A

o Good, lohhny

& The Business

o Sample, Sam

4 /¥, Carson, Jeremy R and Karen F
The following return could not be exported:

The return is open.

& 7 of 8 returns exported to !

Close

5. Click Close.

%, Exported returns appear in the destination folder with an *.atx[taxyearJExport file format (such as
*.atx17Export).
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Exporting Marked Client List

A Client List may be exported to a .csv file whenever you need it with just a few clicks. The Client List contains your clients'
pertinent information including Name or Company Name, Return Type, Address, Telephone Number, e-Mail, and more.
By exporting to a .csv file, you can further manipulate the data listed much like you would with an Excel spreadsheet.

To export a Marked Client List:

1.

Mark the returns for the clients whose information you wish to appear in the Client List.

% Click Mark All on the toolbar to mark all returns and include all clients.

From the Return Manager, click the Reports menu; then, select Export Marked Client List.
The Export as csv File dialog box appears.
Enter a name for the file in the File Name: entry.

Browse to the desired export location for the file.
Click Save to finish.

Rollover Manager

Use the Rollover Manager to roll over income and property tax returns from last year, or to roll over sales tax returns from
last quarter or last month.

L~

% Iflast year's version of ATX is not installed on the system (or not installed in the default location), you'll receive a

message asking you to browse for the correct system folder.

The following data is transferred into the current year's return:
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Names

Payers for Forms 1099, and employer information for Forms W-2

Depreciable assets

Carry forward data from passive activity losses, capital losses, net operating losses, and contributions
Names of business, rental, and farm properties

Names of partnerships, S-corporations, and trusts or estates from which the taxpayer received a K-1 in the previous
year

Names of companies, shareholders, partners, and beneficiaries for business retumns

Data from customized master forms

User-entered notes on individual cells in forms (only those notes marked Permanent will be rolled over)
Itemized, text, and custom lists

Custom List templates (User-specific. Only users who create them can roll them over.)

Client Letters (attached to a return)

Global Client Letter Templates (including customizations)

Print Packets (User-specific. Only users who create them can roll them over.)

Asset Classifications

Custom Reports

%, Custom lists are rolled with returns that are rolled over from last month or last quarter.
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% Client Letters with associated obsolete forms in 2016 do not roll over.

Payroll returns are not supported in ATX 2017. If you have not yet installed the 2017 W2 and 1099 or Payroll
Compliance software, see W2-1099 or Payroll Compliance.

To open the Rollover Manager, click the Rollover Manager tab at the top of the application.

Rollover Manager Tabs

Rollover Manager has two views - 2016 Returns Tab and Last Month/Quarter Tab. To select a view, click the desired tab
above the list of returns.

2016 Returns Tab

When you roll over last year's return, the program retrieves selected data from the last year's return and uses this information
to populate the corresponding forms for the current year.

Last Month/Quarter Tab

The Last Month/Quarter Tab lists your clients returns from a prior month or quarter available for rollover.
Rollover Manager Menus

The Rollover Manager contains the following menus:

Rollover Menu

Menu ltem Description Shortcut

Rolls over any data within the Rollover Manager that has a
selected check box into ATX format. This includes any of the
returns, or other administrative data (company, payer,
preparer/ERO, form rates or hourly rates).

Rollover Marked Data CtrlI+R

Rolls over the marked returns from the previous year's ATX

Rollover Marked Returns product into the current year's ATX product.

If last year's ATX program is not found in the default directory, a
Browse for Last Year's Returns Browse for Folder dialog box allows you to browse to the
location on your computer where your returns are stored.

Rollover Rolls over Preparer/ERO Manager information from last
Preparer/ERO Information year's ATX product to your current ATX product.

Rolls over Company Managerinformation from last year's

Rollover Companies Information ATX product to your current ATX product.

Rolls over Payer Manager information from last year's ATX

Rollover Payer Information
ofloverFaye ormatio product to your current ATX product.
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Menu Item

Rollover Form Rates

Rollover Hourly Rates

Rollover Custom List Templates

Rollover Global Client Letter
Templates

Rollover Print Packets

Rollover Asset Classifications

Rollover Custom Reports

Exit

Tools Menu

Menu ltem

Preferences

Security Manager

Calculator

View Menu

Menu Item
2016 Returns

Last Month/Quarter
Mark All Displayed Returns

Unmark All Displayed Returns

Mark/Unmark Selected Return
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Description Shortcut

Rolls over form rates from last year's ATX product to your
current ATX product.

Rolls over hourly rates from last year's ATX product to your
current ATX product.

Rolls over the custom list templates created by the ATX user.
See Creating Custom Lists.

Rolls over last year's Global Client Letter Templates to your
current ATX product.

Rolls over last year's Print Packet setup to the user's current
ATX product.

Rolls over last year's Asset Classifications from Fixed Asset
Manager.

Rolls over the custom reports from Fixed Asset Manager.

Closes the ATX program.

Description Shortcut
Opens the Preferences dialog box.

Opens the Security Manager, which allows Admin users to set up
multiple users in the system and specify the tasks that users may or
may not perform.

Opens the Calculator. F8

Description
Displays the 2016 Returns Tab and a list of 2016 returns available for rollover.
Displays the Last Month/Quarter Tab and a list of current year returns.

Selects the check box of all returns on the current page, indicating that the checked
returns are ready for batch processing.

Clears the check boxes for all returns shown on the current page.

Selects or clears the check box for the highlighted return.



CCH iFirm

Menu Item

Export Contact to CCH iFirm

Support Menu

Menu Iltem

Program Help

Government Instructions

Education Library

Release Notes

User Guide

Contact Us

Web Sites

Check for Updates

Customer Service Utilities
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Description

Exports contact information to CCH iFirm.

Description Shortcut
Opens Program Help. F1

If you're in an open return, this menu item launches the

Government Instructions for the current form (if instructions are
available). If you're not in an open return, this menu item launches F3
the Select Forms Dialog Box, where you can click the View Instr

link to see instructions for specific forms.

Opens the Education Library Help topics.

Opens Release Notes, which give you detail about new or changed
functionality in each version of ATX.

Launches the PDF version of the ATX User Guide for Tax Year
2017.

Shows you three ways you can contact CCH Small Firm Services
to obtain help with your application: by submitting a question via the
Web site, via fax, or telephone.

Opens the following web sites: BizFilings Business Services, IRS
Home Page, IRS E-Services, other ATX Tax Products, ATX
Paper Products (for tax professionals), ATX Home Page, the
MyATX Solution Center, the ATX Blog, and the ATX
Knowledgebase.

Allows you to easily obtain updated program and forms information
through an automated process. Also notifies you of preferences that
you can set pertaining to this update process.

Enables you to provide information to Customer Service so they
may resolve your program issues. See one of the following
activities:

« Refreshing Application Configurations

« Send Diagnostics to Customer Service

« Send E-file Log to Customer Service

« Synchronizing E-files With the EFC
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Menu Item Description Shortcut

Several dialog boxes have a Don't show this message again
check box so you can avoid receiving the same message over and
over again. The Show Hidden Dialogs option reverses those
selections, so you will see the dialog boxes again.

Show Hidden Dialogs

Displays the About ATX dialog box which displays the program
version, product copyright information, and customer's Client ID.
When calling Customer Care, you may be asked to provide one or
more of the numbers listed in this dialog box.

About

Rollover Manager Filters

Filters are located on the left side of the screen. The Rollover Manager filters allow you to select which returns you want to
view at a specific time.

" Find: (Ctrl+F)

[ Individual
Corporation

| 5 Corporation

|| Partnership
Fiduciary

| Benefit

|| Exempt Org

| Otheer

] Rolled Over
| Mot Relled Chver

|| Marked Returns

Clear Filters

The following table describes each of the filters in detail:

Filter Description Shortcut

By checking the Find check box, you can then search for a rollover
Find check box and field ' return by entering search criteria in the Find field. This is especially Citrl+F
useful when you're searching for a return by last name.

Return Type (Individual, = Select one or more of these check boxes to view only these return types
Corporation, etc.) inthe Rollover Manager.

Rolled Over View returns that have been rolled over from last year's product.

Not Rolled Over View returns that have yet to be rolled over.

View returns that have been marked by selecting the check box at the

Marked Returns beginning of the row.

Clear Filters Clears all the filters and displays all returns for the Rollover Manager.
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Rollover Returns from Last Year

You can roll over returns in two ways: either one at a time, or in batches. Whichever method you choose, ATX makes sure
that last year's data rolls smoothly into this year's system and is "ready to go" when you open it in this year's product.

E We strongly recommend updating your current and prior year software before rolling over returns.

To roll over returns from last year:

%, Ifyou've entered preparer and/or ERO information in Preparer/ERO Manager and you want this information to
- automatically appear on all rolled over returns, see Rollover Manager Preferences.

1. InRollover Manager, mark the return(s) you want to roll over.

Rewrnarager (D e Marsger Bk Manager

Rollover Tools View CCHifirm Support
P = em
g ¥ B W
Rollover  Mark All Unmark All Browse Preferences Help Notifications
T Fs 2016Returns | Last Month/Quarter
Return Name Client=  Type Telephone Email Address city State  Zip S
[C] Find (Ctrl<F) [E1(0) Asset Classifications
Ambrose, SamuelJ and Dia 1040 770) 555-2002 878 Creckdale Ave Clerkston [
|/ £ @ companies
[ Ammons, Bob Rand Susan 1040 (612) 555-1005 33 Round Rock Re Cedar MN 55011 L@ Custom List Templates
[l individual ] (@) Custom Reports
e 1 Bonds,Larry L and Mary M 1040 (706) 555-1007 5Rainnood Drive SiiverCreek  GA 30173 | || [£] (@) Form Rates
0) Global Client Letter Te late
Escurpwamn (] Brazier, Janice 1040 770) 5554565 15 Park Avenue  Claston GA 3047 Eéﬂi Foy Rores R
Partnership
] Fiduciary [E] Brown, Emmit W and Elsine 1040 (706) 555-1006 101 Sherwood Dri Rome: GA 30165 E ég; poyers
reparers
E E::r:f; org [T Carsen, Jeremy R and Karer 1040 (256) 555-1009 33 Coral Avenue  Centre a 35060 |= || [C] () Print Packets
[] Other [T Cobb, Richard C 1040 (706) 555-0010 100 RiverRoad  Lindale GA 30147
[C]Rolled Over [} Emerson, Amanda B 1040 (256) 555-1003 38 County Road 6 Centre AL 35060
[Nt Rolled Over [] Ford, Steven E and Stephan 1040 (706) 555-3010 Route410 box5  Rome GA 3016l
[E] Marked Returns ] Gale Mary A 1040 (741) 555-1682 816 Occon Drive BuenaPork  CA 90621
] Glass, George W 1040 (706 555-3108 1545 Shorter Aver Rome GA 30165
GleayFiklers [T Grant, Hannah £ 1040 (256) 555-5585 5233 Northwest D Birmingham a 35266
[C] Grimes, Amold L and Janet 1040 (706) 555-1008 755 Old Rockmart Silver Creek GA 30173
[Z] Guerrs, John M and Maria ) 1040 (706) 555-1033 901 Memorial Driv Rome Ga 30165
(=] Hale, Alice R 1040 (501) 555-2010 816 Westward Driv Little Rock AR 72201
1 Hammill, Timothy R and Al 1040 (890) 555-1009 890 Sante Cruz Wi viste [T
[ Holmes, clancy T 1040 (706) 555-0544 18Green Strest  SilverCresk  GA 30173
[ Langston, Betty R 1040 (706) 555-1005 1545 Martha Berry Armuchee GA 30005 -
o i ] v
Show 500 rows perpage v [ (Wi | 4 | Page 1 ofl » | M 1-300f30 | E}

% If noreturns appearin Rollover Manager, your system may not recognize where you have your returns
' stored. See If Returns Do Not Automatically Appear in Rollover Manager in this topic.

"% Grayed Returns: Returns that are grayed out in Rollover Manager were rolled over in the previous year's
- product but were never opened. Move the cursor over the return item and follow the recommendation on the
tooltip to enable the return.

2. Do one of the following:

« Click the Rollover button on the toolbar.
« Click the Rollover menu; then, select Rollover Marked Returns.
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Rellover Results

v 4 Rollover completed successfully!

Rolled:

@ Mo returns selected

@ No preparers selected

o’ Bofd companies

&7 No payers selected

4 Mo form rates selected

@ No hourly rates selected

¥ No custom user list templates selected
7 No global client letter templates selected
@# No print packets selected

@ Mo asset classifications selected

%% No custom reports selected

| 100%

Return Manager] [ Close

3. Click Close.

"% See Renaming Returns to rename the rolled over return.

“% Administrative data can be rolled over at the same time as marked returns by selecting the appropriate check
box(es) at the bottom of the Rollover Manager. See Rollover Other Data.

If Returns Do Not Automatically Appear in Rollover Manager

If last year's ATX program is not in the default location, returns will not automatically appear in the Rollover Manager.

To get your returns to appear in Rollover Manager:

1. Click the Rollover button.

An informational dialog box appears with the message Last year's ATX program could not be found.

2. Click the Browse button; then navigate to the folder where you stored last year’s returns.

3. Click OK.
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When Rolled Over Returns Cannot be Opened

Cannot Open Rolled-Cwver Return @

C = :J The rollowver from last year was incomplete due to forms which
w=/ were out of date or mismatched.

Please cpen and close the return in last year's program (you do
not need to save it], then re-open the return in this year's
program,

Close

To fix rolled over returns that cannot be opened due to mismatched or out-of-date forms:

1. Inlastyear's ATX program, open the return; then, close the return.
2. Inthis year's ATX tax program, double-click the return in Return Manager to open it.

"% Forms are not always immediately available for a return that you've rolled over. See Forms Not Yet Rolled
- Over.

Unsuccessful Rollovers

If your rollover is unsuccessful, the system gives you guidance on what to do to resolve the specific issue. These messages
appear in the Rollover Progress and Rollover Results dialog boxes.

Missing Forms and/or Incomplete Data
If the rollover is unsuccessful due to missing forms and/or incomplete data, follow these instructions:

1. Open and close the return in last year's ATX program. (If you had missing forms in your rollover, make sure that the
forms in question are in last year's retum.)

%, You do not need to save the return.

2. Re-open the returnin ATX 2017.

Corrupted Returns
If the return you're attempting to roll over is corrupt, your options are as follows:

« Open and close the return in last year's ATX program; then re-open the return in ATX 2017
« Restore the return from a backup of ATX 2016 data; then, rollover the return again into ATX 2017.

LY

,  Ifthe retum is corrupted, you may experience some data loss.

—
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Failure to Communicate with Rollover Service
If your rollover is unsuccessful due to a failure to communicate with the rollover service:

1. Browse to C:\Program Files (x86)\CCH Small Firm Services\ATX2017.
2. Double-click the Sfs.Max.RolloverService.exe to restart the rollover service.
3. Try the rollover again.

Other Internal Errors

If you receive a message that indicates an internal error, restart the application and try your rollover again. If this is still
unsuccessful, contact ATX Technical Support.

2016 Returns Tab

The 2016 Returns tab in the Rollover Manager displays a list of all the 2016 returns that are available to be rolled over into
the current product.

E Payroll returns are not supported in ATX 2017. If you have not yet installed the 2017 W2 and 1099 or Payroll
Compliance software, see W2-1099 or Payroll Compliance.

To view 2016 returns that are available for Rollover, open the Rollover Manager.

%, Returns that were rolled over in last year's product but not opened are grayed out in your current Rollover Manager. To
- rollover these returns, they must first be opened and saved in last year's program.

Column/Field Descriptions

The following table details the columns and/or fields appearing in the 2016 ATX™ 2017 Returns tab view:

Column/Field Description

Return Name Name on the rolled over return.

Client# An optional number that can be assigned to a client or customer, if desired.
Type Return type, such as 1040 or 1120.

SSN/EIN Social Security Number or EIN for the return.

Telephone Telephone number associated with the return.

Email Email address for the contact for the return that's being rolled over.
Address Mailing address for the individual whose return was rolled over.
City Residing city for the individual whose return was rolled over.
State Resident state for the individual whose return was rolled over.

ZIP ZIP Code for the individual whose return was rolled over.
Preparer Name of preparer who prepared the rolled over tax return.

Partner Name of the preparer's partner, if applicable.
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Forms Not Yet Rolled Over

Forms that reside in rolled over returns are not always available or installed in the current year's product. In this situation,
you'll receive a message dialog box that instructs you to check for updated forms. If the update process gives you the forms
in the return, you'll be able to open it. If not, you should keep checking for updates until the forms are ready.

Forms Not Yet Available
You'll receive the following message when some of the return forms are installed, but others are not yet available:

Forms Mot Yet Rolled Over =]

@ Some of the forms could not be rolled over because they are not installed or have not been
released or approved by the government. Check for updates to verify that you have the latest
version of forms. You can automatically roll over these forms when they become available.

Form Mame Description Rellover When Available
Sch D Schedule D and D-1 Capital Gains/Losses

Select the Rollover When Available check box to automatically roll over the form if it is available the next time you open the
return.

Click Continue to open the return with the forms that have already been rolled over.

No Forms Available
If none of the forms in the rolled over return are available, you'll receive the following message:

Forms Mot Yet Rolled Over @l

@ Forms are not yet available for this return. Check for Updates to check for
available forms.

The return may be opened after the necessary forms are installed.

& Help Close |

% Forms are made available during a season. To check for updates, click the Forms button on your toolbar. If the Forms
button is Green, your forms are already up to date.

If no forms are available, the return cannot be opened.
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Rollover Other Data

By default, the system automatically rolls over the following types of administrative data from last year's product:

« Asset Classifications

o Companies

« Custom List Templates (User-specific. Only users who create them can roll them over.)
o Custom Reports

. Form Rates

« Global Client Letter Templates (including customizations)

« Hourly Rates

« Payers

o Preparers

« Print Packets (User-specific. Only users who created them can roll them over.)

%, Ifatemplate has been customized in the current year product, prior year changes will not rollover. If you want
~ the prior year customizations to roll over, delete or restore the template in the current year product, then re-
rollover Global Templates. Changes made in the current year template will be lost.

To roll over administrative information from last year:

1. InRollover Manager, clear the check box(es) for data that you do not want to rollover.

Return Manager _ E-file Manager Bank Manager

Rollover Tools View CCHiFirm Support

Lo v @ @

Rollover ~ Mark All Unmark All Browse Preferences Help MNotifications

32 of 32 Returns 2016 Returns. Last Menth/Quarter

O G Return Name Client#  Type SSN/EIN Telephane Email TR
[ Barnes, Karen 1040 706) 555-0044 . | 1) Asset Classifications
[] (0) Companies
[T] Brown, Glenn and Barbara 22 1040 (706) 555-2002 [C](0) Custem List Templates
[[] Individual 1 Collins, Brent 1010 104) 5552006 =/ IZ] @) Custom Reports
[C] Corporation oflins, Bren (404) 555~ [Z] (0) Form Rates
Osc t [] (0) Global Client Letter Templates
Es T [C] Duke, Andrea 1040 . (404) 555-2008 7] 0) Houry Rates
artnership
[ Fiduciary 71 Farmer, Louis and Laura 1040 e (706) 555-3006 g :::::;Ers
Benefit
g [C] Gant, James 2 1040 - (706) 555-0033 [Z] (0) Print Packets
[C] Exempt Org
[”] Other
[] Rolled Over
[ Not Rolled Over
[] Marked Returns
Clear Filters | . ... R

Shuwiﬂﬂrnwsparpagev‘ 4 4| Page 1 oft » | W 1-320f32

%, The number of items in each administrative data category appears in parentheses, such as Preparers (1).

2. Do one of the following:
« Click the Rollover button on the toolbar.
« Click the Rollover menu; then, select Rollover Marked Data.
o Press Ctrl+R.
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Rollover Results =]
4 Rollover completed successfully!

100%

Rolled:
# Mo returns selected

&7 No preparers selected

&7 6 of 6 companies

7 No payers selected

& No form rates selected

&7 No hourly rates selected

&# No custom user list templates selected
7 No global client letter templates selected
«# No print packets selected

# Mo asset classifications selected

¥ Mo custom reports selected

Return Manager| Close |

3. Click Close.

"%, When administrative items are successfully rolled over, the number of items for the corresponding data should
- change to zero. If you rolled over three preparers, you should see Preparers (0) after the rollover.

To view rolled over administrative data:

From Return Manager, click the Tools menu; then, select the appropriate manager based on the data you've
rolled over:

« Preparer/ERO Manager
« Company Manager

- Payer Manager

« Billing Manager

For Custom List Templates, Global Client Letter templates, and Print Packets, look in the corresponding area
of the application.

"% Custom List Templates and Print Packets are user-specific items, so they can only be rolled over by the
ATX user who created them.

When Form Rates are modified by a user the data is not rolled over.
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Rollover of Invalid Data

The Rollover Manager will convert information containing invalid data. When you open rolled over data, invalid data is
outlined in red. If you hover over the exclamation mark, a popup tool tip explains why the data is invalid:

Company Manager =]
4 of 4 Companies Name : EIN / 55N Address City State Zip el
[ Find: (Ctrk+F) Jack Pelenski estate - Denton TX 76203
Lillian R. Walrave's trust - Hanowver ML 48241
o Ruth 5. Marten's estate 12-32132131 . Cave Sprints GA 30124
@‘ Schaffer & Green Trust [N/ SSN must conain § digits. o, Drive Holmes PA 19043

ShowlﬂﬂrowsnerpEQEv\ W4 Page 1 ofl | » W 1dofd

@ Help {5 Reset Columns AddNew | [ Delete | [ Epot | [ Close

Rollover Returns from Last Month/Quarter

You can roll over returns from the previous month or quarter, so you don't have to re-key the return. When you roll over a retumn
from the last month or quarter, the system creates a new return with the same forms and client information, but with the new
period’s reporting dates.

“%, We strongly recommend updating your current and prior year software before rolling over returns.

Payroll returns are not supported in ATX 2017. If you have not yet installed the 2017 W2 and 1099 or Payroll
=== Compliance software, see W2-1099 or Payroll Compliance.

To roll over a monthly or quarterly return to the next period:

1. InRollover Manager, click the Last Month/Quarter Tab.

Returns Last Month/Quarter
Return Name Client 2 Type SSM/EIN Telephone

[[]  ABC Company 1120

[ ADAMS CANINE ACADEMY, INC. 11205

[l 1040

[ 1040

| 1040

[l 1040

2. Select the check boxes for the return(s) you want to roll over.
3. Do one of the following:
« Click the Rollover button on the toolbar.
« Click the Rollover menu; then, select Rollover Marked Returns.

The Rollover Results dialog box appears.

4. Click Close.

156



Chapter 7: ATX Managers

Last Month/Quarter Tab

The Last Month/Quarter tab in the Rollover Manager displays a list of all current year retumns.

2 Payroll returns are not supported in ATX 2017. If you have not yet installed the 2017 W2 and 1099 or Payroll
Compliance software, see W2-1099 or Payroll Compliance.

To view Last Month/Quarter returns that are available for Rollover:

From the Rollover Manager, click the Last Month/Quarter tab.

Returns Last Month/Quarter

Return Mame ’ Client2 Type S5MN/EIM Telephone

ABC Company 1120

ADAMS CANIME ACADEMY, INC, 11205 -

- . -t —a. 1040

e e 1040

1040

=il 1040

]
]
]
]
]
]

The following table details the columns and/or fields appearing in the Last Month/Quarter tab view:

Column/Field
Return Name
Client #

Type
SSN/EIN
Telephone

Email
Address
City
State
ZIP
Preparer

Partner

Description

Name on the rolled over return.

An optional number that can be assigned to a client or customer, if desired.
Return type, such as 1120 or 1040.

Social Security Number or EIN for the return.

Telephone number listed on the return, if applicable.

Email address of the contact for the return that's being rolled over.
Mailing address for the rolled over return.

Residing city for the individual whose return was rolled over.
Resident state for the individual whose return was rolled over.
ZIP Code for the individual whose return was rolled over.

Name of preparer who prepared the rolled over tax return.

Name of partner, if applicable.
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E-file Manager

The E-file Manager organizes and tracks the status of e-files that were created from your returns. E-files that appear in the
E-file Manager can be sorted and filtered by creation or transmission status, or by completion status. You can filter the list of

e-files.

To open E-file Manager, click the E-file menu; then, select E-file Manager.

ReturnManager  Rollover Manager  (ESMIEIMBRSGER]  Bank Manager

Efile Options Tools View Reports Support
= 2N RS
= N (jn; v e 4
Open Transmit Receive Acks Mark All Unmark All Preferences Help Motifications
606 E-files E-file Returns
Return Name Client# Complete SSN/EIN  E-fileID Jurisdiction Type  SubType Status  Status Date PIN  Refund A
] Find: (Ctri+F)
[l Callahan, lulia § O - - - Federal 1040 Federal  Created - TED E
[l Callshan, lulia § O - - — A GAS00  Direct State Held TED (55
[[] Individual 1 smith, Mary H =} - WU Federal 1040 Federal  Created TED §
[| Corperation
[/ 5 Corporation 1 Smith, Mary H ) - - W GA GAS00  Direct State Held TED (534
[] Partnership [7]  Smith, Robert S ] - - Federal 1040 Federal  Created TBD (s
[ Fiduciary
] Benefit [C]  Smith, Robert S = I — GA GAS00  Direct State Held - TBD 54,7
[[] Exempt Org
[C] Other
[ Created
Held
[| Duplicated
| Transmitted
] Rejected
[] Conditienal
7] Accepted
[[] Complete
[/ Incomplete
] Marked Returns < =
[ Clearfites | [Show 500 rows perpage «| | we ||« Page 1 oft v || w1202

: You can only delete an e-file from the E-file Manager if it has a Created or Rejected status. E-files with any other

status cannot be deleted.

E-file Manager Menus

The E-file Manager contains the following menus:

E-file Menu

Menu ltem

Transmit Marked E-files

Receive Acknowledgements

Hold Marked E-files

Release Marked E-files

Display Selected E-file Rejection
Errors
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Description Shortcut
Begins transmission of marked e-files to the ATX e-file servers. | Ctri+T

Connects to ATX to update acknowledgements and bank status

. . Ctri+K
information.

Prevents the marked (checked) e-file(s) in E-file Manager from
being transmitted.

Releases the hold on the marked (checked) e-files done through
the Holding/Releasing State E-files function.

Opens the E-file Rejection Errors pane at the bottom of the

form, which displays rejection errors for a single return or
multiple marked returns. CtrlI+R

). Ifareturnis changed after the e-file was created,



Menu Item

Display Selected E-file
Action Required

Delete Selected E-files

Delete Marked E-files

Display Selected E-file
Acknowledgement History

Display Marked E-file
Acknowledgement Histories

Open Related Return
Exit
Options Menu

Menu Item

Preferences

Reset Current Tab
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Description Shortcut

A it must be re-created before transmitting.

Displays the specific actions required by specific states foran
e-filed return, if any have been indicated by the relevant agency.
Enabled when you have selected an e-filed return in E-file
Manager or when you have an e-filed return open. The pane
that is used to display e-file error messages is also used for
displaying e-file actions.

Deletes the single efile selected in the list, if it qualifies for

=+
deletion. Deleting an e-file does not delete the tax return. Ctri+Delete

Deletes all e-files that are marked, if they quality. Deleting e-
files does not delete the tax retumns.

Displays the history for selected return. You can view details
and print the history.

Displays histories for marked returns.

Opens the return that is associated with the e-file. CtrlI+O

Closes ATX program.

Description
Opens Preferences which allows you to set up preferences for the program.

If a user has rearranged the column order or width on the current tab, this menu item will
reset the view to the original program defaults.
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Tools Menu
Menu Item

Enrollment Manger

Security Manager
Calculator

View Menu
Menu Items
Mark All Displayed E-files

Unmark All E-files

Mark/Unmark Selected
E-files

Refresh E-file List
Reports

Menu Item
Print Marked Client List

Export Marked Client List
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Description

Opens the Enroliment Manager, which allow the Admin users to manage
and view bank enrollments.

Opens the Security Manager, which allows an Admin user to set up multiple
users in the system. Also allows you to specify the tasks that users may or
may not perform in the system.

Opens the Calculator.

Description

Selects the check box of all e-files shown on the current page, indicating that
the checked e-files are ready for batch processing.

Deselects all e-files shown on the current page.
Selects or deselects the check box for the selected (highlighted) e-file.

Refreshes the list of returns in E-file Manager.

Description
Print a list of marked clients' pertinent information.

Export a list of marked clients' pertinent information.

Shortcut

F8

Shortcut

F5
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Support Menu

See Support Menu under the Return Manager Menus topic.
E-file Manager Filters

Filters allow you to select which e-files you want to view at a specific time. You can filter the E-file Manager view based on
Return Type, creation status, transmission status, or completion status.

Return type filters appear dynamically, based on the data in your system. For example, the system shown below only
contains returns that fit the Individual and Other categories:

60f 6 E-files E-file Returns

Return Name Client# Complete SSN/EIN  E-filelD Jurisdiction  Type SubType Status  Status Date PIN Refund Amount

00 Fingt (Ctrl+F) [ Callahan, Julia 5 B - 48002020132354903139 Federal 1040 Federsl  Crested - TBD 598200
(=] Callahan, Julia S (=] 48002020132354903626 GA GA 500 Direct State Held TBD (85,573.00)
[ Smith, Mary H [} 4B002020132346456766 Federal 1040 Federal  Crested 8D 515100
[ Smith, Mary H B W 48002020132346456841 GA GAS00  Direct State Held TeD (5341300
(=} Smith, Robert S (=} 48002020132346471350 Federal 1040 Federal Created TBD ($349.00)
[ Smith, Robert S [} 48002020132346471583 GA GAS00  Direct State Held TeD (54.73300)

[C] Created

[C] Held

|| Duplicated
[C] Transmitted
[ Rejected
[C] Conditional
7] Accepted

[C] Complete
[ Incomplete

[] Marked Returns i

Clear Fiters Show 500 rowsperpage « | | W || 4 | Page 1 oft b || M 120f2

n

Use the following filters to manage the e-file returns that appear in the E-file Manager:

Filter Description Shortcut

By selecting the Find check box, you can then
search for an e-filed return by entering search criteria
in the Find field. This is especially useful when you're
searching for a return by last name.

Find check box and field Ctri+F

Select the check box(es) corresponding to the return

Return Type (Individual, Corporate, etc.) type(s) you want to view in the E-file Manager.

View e-files that have a Created status (but have yet

Created to be Transmitted).
Held View e-files that you've placed on hold.
Duplicated Select this check box to view duplicated returns.
Transmitted View e-files with a Transmitted status.
Rejected View e-files with a Rejected status.
View e-files that have been given a Conditional
.. acknowledgement from the IRS. Conditional status
Conditional

is generally reserved for 940/941 PIN registration e-
files.
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Filter

Accepted

Complete

Incomplete

Marked Returns

Clear Filters button

Bank Manager

Description

View e-filed returns that have been accepted by the
IRS.

View e-files that are marked Complete.
View e-files that are incomplete.

View e-files that have been marked (check box has
been selected)

Clears all the filters and displays all returns for the E-
file Manager.

ATX partners with banking institutions to provide the following bank-related services:

« Bank Products, such as electronic refund checks (ERC), refund transfers (RT), and bank cards;

Shortcut

« FeeCollect™, which enables preparers to collect their fees electronically from their client's refund;

» FeeCollect PS Package, which enables preparers to collect their fees electronically from their client's refund with
additional options for collection and disbursement;

« Protection Plus, which protects the taxpayer against software miscalculations and certain preparer errors.

The Bank Manager lets you see all the bank-related products and disbursements on a per-return basis. This includes
disbursements made to your customers (via bank products) or to yourself (FeeCollect).

To open the Bank Manager:

Click the Bank Manager tab at the top of the application window.

Return Manager

Rollover Manager

g = M@

Disbursement Details Pnntaecks Receive Acks Preferences Notifications Help

Disbursements  Applications Options Tools View Reports Support

o B @

3 of 3 Bank Products

[] Find: (Ctrl+F)

Product Type

[]3Fund Check

[] 3Fund Direct Deposit
[ RT Check

|| RT Direct Depeosit
[ Fee Collect

[ card

[] Created

[ Transmitted
[] Rejected

[T Accepted

] Complete
[“]Incomplete

Clear Filters

Bank Products Disbursements

Return Name Client# Complete SSN Bank Status Bank Status Date E-file Status E-file Status Date

| ] 400010001 Accepted ] W00 488 Accepted . -
Mason, Suzanne M ] 400010001 Accepted ' W Accepted v -
Nelson, Sarah J [C] 400010001 Accepted W Accepted

Disbursements For Anderson, Stuart J

Amount  Authorization 2 Bank Status Bank Status Date Check #

M 56,867.10 0454768 Approved-Check Authorized ® .

Disbursement Type | Disbursement Date
Check : “

W 1-30f3

Show 500 rows perpage v | | W | | 4 | Page 1 ofl | b

%, If you have not completed the enroliment process, you'll see a message with a link to the Enroliment
- Manager. See Enroliment Process.
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Bank Products tab

The Bank Products Tab allows you to see detailed information on each return to which a bank product is attached. Bank
Products can be added to 1040 returns.

Disbursements tab

The Disbursements Tab allows you track the number of disbursements distributed to your clients. You can also use Bank
Manager to track amounts distributed using FeeCollect™ service.

Banks

We work with two banks - Santa Barbara Tax Products Group and 3Fund™.

Contact the banks directly to determine specific registration and enroliment requirements, fees, and benefits for each type of
bank product.

How To Topics:

« Enroliment Process

« Updating Enroliment Statuses

« Setting Up E-file Fees

« Adding Bank Products to Returns

« Viewing Disbursement Details

« Re-Creating Bank Applications

« Transmitting Re-Created Bank Applications
« Printing Checks

« Configuring Printer for Check Printing
« Aligning Checks

» Reprinting Checks

Bank Manager Menus

The Bank Manager contains the following menus:

Disbursements Menu

Menu Item Description Shortcut

If you have internet access, this button automatically opens
the CCH Small Firm Services Client Login page. After
logging in, you can go to the Online Check Printing center,
where you can manage and print your available checks.

Print Checks Ctrl+H

Opens the Disbursement Details dialog box, which shows
View Selected Disbursement Details = detail on all disbursements associated with a particular
return. See Viewing Disbursement Details.

Exit Closes the ATX program.
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Applications Menu

Menu ltem Description Shortcut

Select this function to transmit a bank application that you've re-created. This

Transmit Re-created Bank function is only available if you have an accepted e-file with a rejected bank

Applications application. See Re-Creating Bank Applications.
Receive i i

Connects to ATX to update acknowledgements and bank status information. = Ctrl+K
Acknowledgements

Opens the return and displays the error(s) related to the bank application in the Ctrl+R

Display Rejected Errors Rejection Errors pane at the bottom of the ATX window.

Open Associated Return = Opens the return that is highlighted in blue. CtrlI+O

Options Menu

Menu Item Description
Preferences Opens All Managers Preferences.

If a user has rearranged the column order or width on the current tab, this menu item will reset

Reset Current Tab the view to the original program defaults.

If a user has rearranged the order or size of the columns on any of the tabs in the open

ResetAll Tabs manager, this option resets all tab views to their original defaults.

Tools Menu

Menu Item Description Shortcut

Opens the Enrollment Manager, which allows the Admin user to manage and

Enroliment Manger .
view bank enrollments.

Opens the Security Manager, which allows the Admin user to set up multiple

. users in the system and specify the tasks that users may or may not perform.
Security Manager y pectty y ynotp

; Only users with Security Manager rights can access Security Manager.

Calculator Opens the Calculator. F8
View Menu

Menu Item Description

Bank Products Opens the Bank Products Tab in Bank Manager.

Disbursements Opens the Disbursements Tab in Bank Manager.
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Reports

Menu Item

Fee Report
Unpostable Report

TPG Online Reports

3Fund Online Reports

Support Menu
Menu Iltem
Bank Web Sites

Program Help

Government Instructions

Education Library
Release Notes

User Guide

Contact Us

Web Sites

Check for Updates

Customer Service Utilities
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Description
Opens the MyATX Solution Center Reports page.

Displays a report created when the bank sends an acknowledgement to the Preparer/ERO
that the funds are unpostable. Unpostable funds are generally received because the bank
application has not been approved. See Unpostables Report.

Links to the bank website, where you can obtain reports.

Links to the bank website, where you can obtain reports.

Description Shortcut
Provides links to the bank web sites that support the application's bank-

related products.

Opens the Program Help in a web browser. F1

If you're in an open return, this menu item launches the Government

Instructions for the current form (if instructions are available). If you're not

in an open return, this menu item launches the Select Forms Dialog Box, F3

where you can click the View Instr link to see instructions for specific

forms.

Opens the Education Library help topics.

Opens the ATX 2017 RELEASE NOTES, which give you detail about new
or changed functionality in each version of ATX.

Launches the PDF version of the ATX User Guide for Tax Year 2017.

Shows you three ways you can contact CCH Small Firm Services to obtain
help with your application: by submitting a question via the website, via fax,
or telephone.

Opens the following web sites: BizFilings Business Services, IRS Home
Page, IRS E-Services, other ATX Tax Products, ATX Paper Products
(for tax professionals), ATX Home Page, the MyATX Solution Center, the
ATX Blog, and the ATX Knowledgebase.

Allows you to easily obtain updated program and forms information through
an automated process.

Enables you to provide information to Customer Service so they may
resolve your program issues. See one of the following activities:

« Refreshing Application Configurations
« Send Diagnostics to Customer Service
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Menu Item Description Shortcut

« Send E-file Log to Customer Service
« Synchronizing E-files With the EFC

% Synchronizing E-files With the EFC is only available to users who have
~ permission to Receive Acknowledgements.

Several dialog boxes have a Don't show this message again check box
S0 you can avoid receiving the same message over and over again. The
Show Hidden Dialogs option reverses those selections, so you will see
the dialog boxes again.

Show Hidden Dialogs

Displays the About ATX dialog box which displays the program version,
product copyright information, and customer's Client ID. When calling
Customer Care, you may be asked to provide one or more of the numbers
listed in this dialog box.

About

Bank Manager Filters

The Bank Manager filters change depending on the tab (view) you select on the Bank Products Tab or the Disbursements
Tab.

Bank Products Filters

If you've selected the Bank Products Tab, your filter will appear as follows:

30f 3 Bank Products Bank Products | Disbursements

- Return Name ¢ Client# Complete SSN Bank Status Bank Status Date E-file Status E-file Status Dat

[T Find: (Ctrl+F) Anderson, Stuart ) [ 400010001 Accepted T y— &2 )L
Masen, Suzanne M B 400010001 Accepted " AR S S Accepted "R N -

e |

Product Type Nelson, Sarah ) [C] 400010001 Accepted ‘A #0000 Accepted w |

[C]3Fund Check

[T] 3Fund Direct Deposit

[T] RT Check ! i

[ RT Direct Deposit

|| Fee Collect Disbursements For Anderson, Stuart J

[ card Disbursement Type Disbursement Date  Amount  Authorization # Bank Status Bank Status Date Check #
Check BB NN) L) M 56,857.10 0454768 Approved-Check Authorized & 5 S0 0 11 00 s

[] Created

[C] Transmitted

["] Rejected

[T] Accepted

[C] Complete

[“]Incomplete

Cleayfikers ShowS00 rowsperpage + | | W | | « | Page 1 ofl » | W 1-30f3

Filter Description Shortcut

By checking the Find check box, you can then search for bank

Find check box and field products by entering search criteria in the Find field.

Ctrl+F

Created Displays bank products with a bank status of Created.

Transmitted Displays bank products with a bank status of Transmitted.
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Rejected

Accepted

Complete

Incomplete

Clear Filters

Description
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Shortcut

Displays bank products with a bank status of Rejected. Rejected
bank applications appearin Bank Manager in red. To fix rejected bank
applications, refer to Re-Creating Bank Applications.

Displays bank products with a bank status of Accepted.

Displays all bank products where the Complete check box is selected
in the Bank Manager.

Displays all bank products where the Complete check box is
unmarked in the Bank Manager.

When viewing the Bank Products Tab, clears all the filters and
displays all bank products.

Disbursement Filters

If you select the Disbursements Tab, the Disbursement filters appear dynamically, based on the bank products you offer:

Filter

Find check box and field

Product Types

Check

7 of 7 Di

Bank Products

Disbursements

[ Find: (Ctrl+F)

Product Type

[C] 3Fund Check

"] 3Fund Direct Deposit
[C] RT Check

[| RT Direct Deposit

["] Fee Collect

[ Card

Disbursement Type

[C] Check

[] Direct Deposit
[~ Bank Card

[ Bank Check
[ | Wire Transfer

[] Complete
"] Incomplete

Clear Filters

Client# © Complete 55N

o o @ 2o o o o

' Return Mame Product Type

Disbursement Type Disbursement Date  Amount Authoriz
123-45-6789 ReturnName  3FUND Direct Deposit Direct Deposit M2 LA

Aae §150.00 3124-1-4
123-45-6783 ReturnMame 3FUND Direct Deposit Check A8 53650.00 3124-36-

123-45-6782 ReturnMame 3FUND Check Direct Deposit ¢+ 51,550.00 3124-15-

123-45-6789 ReturnMame 3FUMD Direct Deposit Direct Deposit s L3 “ A8 §150.00 3124-1-4
123-45-6789 ReturnMame 3FUMD Direct Deposit Check

123-45-6783 ReturnMame 3FUND Check

A0 53650.00 3124-36-

Direct Deposit ¢ 51,550.00 3124-15-

OooEE oo

123-45-6789 ReturnMame Fee Collect Direct Deposit §950.00 3124-9-4

Show 500 rows per page = | | 4

4 Page 1 ofl » W 0-0ef0

Description

By checking the Find check box, you can then search for disbursements

Shortcut

Ctrl+F

by entering search criteria in the Find field.

Select a check box to filter disbursements. In ATX, the following products
can be used for bank products:

3Fund Check

3Fund Direct Deposit

RT Check (Refund Transfer - check)
RT Direct Deposit

FeeCollect™

Card

Select this check box to view disbursements made via check.
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Filter
Direct Deposit

Bank Card

Complete

Incomplete

Clearfilters

Description Shortcut
Select this check box to view disbursements made via direct deposit.

Select this check box to view disbursements made via bank card.

Select this check box to view all disbursements where the Complete
check box is selected in the Bank Manager.

Select this check box to view all disbursements where the Complete
check box is not selected in the Bank Manager.

Clears all specific filter settings, providing a view of all the disbursements
in the system.

Bank Products Tab

The Bank Products tab, found in the Bank Manager, allows you to see detailed information on each return to which a bank

product is attached. See Bank Products.

To view the Bank Products tab:

Click the Bank Manager tab at the top of the application window. The Bank Products tab is the default view.

Return Manager Rollover Manager E-file Manager

Disbursements  Applications  Options Tools View Reports Support
=

ER v B @

Dishursement Details Print Checks Receive Acks Preferences Nofifications Help

Bank Products Disbursements

30f 3 Bank Products
Return Name

i Client# Co
[] Find: (Ctrl+F) {An

Melson, Sarah J

Product Type
[ 3Fund Check

mplete SSN
] 400010001 Accepted

[C] 400010001 Accepted
[ 400010001 Accepted

Bank Status

Bank Status Date E-file Status E-file Status Dats

W00 A Accepted v -
A0 MM Accepted Y -

#5008 Accepted ° -

[C] 3Fund Direct Deposit
[C] RT Check

[_| RT Direct Deposit
|| Fee Collect

Disbursements For Anderson, Stuart J

O] card

Disbursement Type Disbursemnen
Check .

[] Created

[ Transmitted
[ Rejected

"] Accepted

[] Complete
] Incomplete

it Date
W07 BAS 56,867.10 0454768

Amount Autherization # Bank Status

Bank Status Date
Approved-Check Authorized & % 0 Ak

Check #

Cl Filt
[ Clearfiers | s per page «| |

4 Page 1 ofl |»

W 1-30f3

Bank Products Column/Field Descriptions

The following table details the columns and/or fields appearing in the Bank Products tab:

Column Description
Return Name

Client #
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Column

Complete

SSN

Bank Status

Bank Status Date

E-file Status

E-file Status Date
Product Type

# of Disbursements
EFIN

E-file ID

Rejection Reasons

IRS Payment
IRS Payment Date
State Payment

State Payment Date
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Description
Completion status of the return.

%, Returns bearing bank applications with statuses of Transmitted or Rejected by Bank
~ cannot be marked complete.

Social Security Number on the retumn.

Status of the bank application. When an e-file is created with a bank application, the bank
status is Created. See Bank Status/Acknowledgements.

Date that the current bank status went into effect.

Status of the e-filed return as it relates to acceptance of the return, as displayed in the E-file
Manager.

Date the E-file Status was set in E-file Manager.
The refund option selected on the 1040 EF Info Worksheet.
This is a count of how many disbursements are in the Bank Manager for that TIN.

The Electronic Filing Identification Number for the ERO as stated on the 1040 EF Info
Worksheet.

A set of numbers used for electronic filing. See E-file ID.

This field is populated if an error is returned by the EFC, Bank, or the IRS. A message
describing the error appears in this field.

The amount refunded by the IRS as a result of the bank product application.
Date that IRS Payment is processed.
The amount refunded by the State as a result of the bank product application.

Date that State Payment is processed.

Disbursements Detail Column/Field Descriptions

The lower portion of the Bank Products tab contains disbursement detail relating to the selected return. If there are no
disbursements for the selected return, a No Disbursements message appears in the Disbursement Details pane.

Column

Disbursement Type

Disbursement Date

Amount

Description
The way the bank product was disbursed (such as Check or Direct Deposit).

The date the disbursement was made. If the disbursement is a check, this is the date the
check is authorized. If direct deposit, this is the date that the deposit is made.

The amount of the disbursement.
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Column Description
Authorization # The authorization number of the check or deposit.
Bank Status The status of the disbursement.
Bank Status Date The date that the disbursement was made.
Check # If the disbursement is a check, this field displays the check number.

Disbursements Tab

The Disbursements tab of the Bank Manager allows you to track the number and status of bank products distributed to your
clients, as well as amounts distributed using the FeeCollect™ service.

To view amounts disbursed, click the Disbursements tab From the Bank Manager:

Return Manager Rollover Manager E-file Manager mlhager

Disbursements  Applications Options  Tools View Reports Support

o= M D M

Dishursement Details Print Checks Receive Acks Preferences Help Notifications

30f3 Di Bank Products Disbursements
|| client® : Complete S5N Return Name Product Type Disbursement Type DisbursementDate  Amount  Authoriza
D1 Finck (Ctr-F) ] 400010001 Anderson, Stuart) 3Fund Check  Check Y SA%0 MM $5,56710 T
] 400010001 Mason, Suzanne M RT Direct Depasit Check ‘nx 048 Aa4 3686710 w—
Product Type [l 400010001 Nelson, Sarsh)  Diamond Card  Check " L S686710 K0

3Fund Check

3Fund Direct Deposit
RT Check

RT Direct Deposit
Fee Collect

Card

=}
I

isbursement Type

Check

Direct Deposit
Bank Card
Bank Check
Wire Transfer

[C] Complete
[]Incomplete

l Clear Filters ] [Shnwiﬂﬂmws.perpage- WO 4 Page 1 ofl | b | W |0-0cf0

Column/Field Descriptions

Column Description
Client# A number assigned by your organization to the return in the Return Manager, if applicable.
Complete Completion status of the return as set in the Return Manager.
SSN Social Security Number of the return receiving the disbursement.
Return Name Name of the return as listed in the Return Manager.
Product Type The refund option selected on the 1040 EF Info Worksheet.

Disbursement Type  Check, Direct Deposit, or Bank Card.
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Column Description

Disbursement Date = Date that the disbursement was made.

Amount Amount of the disbursement.

Authorization # A unique number assigned by the bank authorizing the disbursement.

Bank Status Status of the disbursement. The status is the equivalent of a bank acknowledgement.
Bank Status Date Date that the current bank status went into effect.

Check # Number of the check, if check was the disbursement type.

Bank Products

Bank products enable you to get your clients their refunds quickly and securely.

CCH Small Firm Services partners with two banks - Santa Barbara Tax Products Group, LLC (SBTPG) and 3Fund - to
provide bank products on 1040 returns.

Types of Bank Products

3Fund
3Fund offers customers two ways to receive their refunds:

» 3Fund Check
« 3Fund Direct Deposit
Refund Transfer (RT)
Customers can receive their refund transfers via check or direct deposit. The following RTs are offered with our product:
o RT Check
« RT Direct Deposit

Bank Card

Customers can receive their refunds via a debit card issued by the bank.

How Bank Products Work

% Only Admin users or users with Administrator group privileges can enroll to use bank products.

Step 1 - Enroll Your EFIN with the Bank

Bank products are implemented through the bank that supports the product you select. You must enroll your EFIN with the
bank before being able to offer the bank product to your clients. Use Enrollment Manager to check the status of your bank
product enroliment until it is Accepted or Approved. See Updating Enroliment Statuses.

To enroll online for bank products:

1. Make sure you are connected to the Internet.
2. Visit https://support.atxinc.com.
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The MyATX Solution Center Website appears.

3. Under Account Services, select Refund Settlement Solutions.

The Client Login screen appears. After logging in, the ATX Solution Center launches Manage My Account.

4. To enable available settlement solutions, complete all sections, including the Business Owner and EFIN Owner
sections.

5. Inthe My Settlement Solutions section, click Enroll/Notify Bank, for the type of settlement solution you want to
offer.

6. Inthe Provider section, click your selection and complete the TPG application.
7. Follow directions on the web page to complete the enroliment application.

Step 2 - Request a Bank Product for a Return

To offer a bank product to a client, you must complete another application along with the return. The bank application is listed
as aformin the Select Forms Dialog Box.

When complete, the bank app is then transmitted along with the rest of the e-file.
To add a bank product to a return:

1. Open the retum.
2. Click the Add Forms button on the toolbar.

The Select Forms Dialog Box appears.

3. Inthe Find field, type Bank.
4. Select the bank application and click the Open Forms button.

The tab for the bank application is added to the return.

Complete the application.

Click the 1040 EF Info form tab.

At the bottom of the return, select the Payment and Refund worksheet.
Have your client sign the authorization form.

Create the e-file.

10. Continue to update your acknowledgements until your bank application is accepted. See Receiving
Acknowledgements.

© 00 N o o

In Case Your Bank Application is Rejected

You can have a situation where your e-file is accepted but the bank application is rejected. Depending upon the reason for
rejection, you can correct, re-create, and resubmit the bank application. See Re-Creating Bank Applications.

FeeCollect™

FeeCollect allows you to deduct professional fees directly from your client's tax refund.

FeeCollect is not available for use in conjunction with any other Settlement Solutions.

Before you can use the FeeCollect service, you must enroll your Electronic Filing Identification Number (EFIN).

For frequently asked questions about FeeCollect, visit www.support.atxinc.com/feecollect/ ESPFAQ.htm.
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How FeeCollect Works

%, Only Admin users or users with Administrator group privileges can enroll to use FeeCollect.

Step 1 - Enroll Your EFIN with the Bank

Although it is not a bank product, FeeCollect is implemented through Santa Barbara Tax Products Group (TPG). You
must enroll your EFIN with TPG before being able to use FeeCollect. Use Enroliment Manager to check the status of your
FeeCollect enroliment until it is Accepted or Approved. See Updating Enroliment Statuses.

To enroll online for FeeCollect service:

1. Gotowww.MyATX.com.
The MyATX Solution Center Web site appears.

2. Under Account Services, select Refund Settlement Solutions.

The Client Login screen appears. After logging in, the ATX Solutions Center launches Manage My Account.

3. Toenable available settlement solutions, complete all sections, including the Business Owner and EFIN Owner
sections.

4. Inthe My Settlement Solutions section, to select FeeCollect, click Enroll/Notify Bank.
5. Inthe Provider section, click FeeCollect and complete the TPG application.

6. Once you have completed the enroliment process, return to your ATX software, while remaining connected to the
Internet.

7. Tocheck on the status of your application, see Updating Enroliment Statuses.
Step 2 - Request FeeCollect for a Return

The FeeCollect application is a form that you attach to the return. Complete the form, e-file the return, and have your client
sign a form authorizing the bank to deduct your preparer fees from the refund. If your FeeCollect application is accepted by
the bank, your preparer fees are deducted from your client's refund and deposited to your account. The remainder of the
refund is deposited to your client's account.

%, FeeCollect s only for clients who select Direct Deposit as their refund method.

To request FeeCollect service on a return:

1. Open the return.
2. Click the Add Forms button on the toolbar.

The Select Forms Dialog Box appears.

3. Inthe Find field, type Fee.

4. Select the FeeCollect Application, and click the Open Forms button in the Select Forms Dialog Box.
The FeeCollect tab is added to the return.

5. Complete the application.

6. Click the 1040 EF Info form tab.

7. Atthe bottom of the return, select the Payment and Refund worksheet and select the FeeCollect option on the
worksheet.

8. Have your client sign the authorization form.
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9. Create the efile.
10. Continue to update your acknowledgements until your FeeCollect application is accepted.

When do | receive my professional fees?

Banks usually receive the refund in 10-14 days. Then, the bank deducts the professional fees from the refund, and
immediately deposits the remainder into your client's bank account. The bank deducts its $15 service fee from your
professional fees.

State tax refunds are also deposited into your client's bank account as soon as the bank receives the funds.
FeeCollect PS Package

The FeeCollect PS package offers a variety of preferred services to assist EROs in multiple areas of their business
operations. A "solutions fee," which will apply to each unique SSN/TIN, will include the services listed below:

« Return status notification via text, email, or phone for all returns - Versicom Communications and CCH Small Firm
Services have partnered to offer Toll-Free Tax Infoline PLUS (TFTI+), a unique service that keeps your clients
informed on the status of their tax return and refund through automatic text messages and e-mail alerts;

« EROfees collected on both Refund or Balance Due federal return;

« Multiple taxpayer options - options include direct deposit, debit card, or direct debit from bank account (paper check
is available for an added fee);

« Appropriate disclosure and bank application forms are automatically loaded into the retumn;
« Optional Protection Plus and Check Printing add-ons are also available.

%, CustomersinlL, NY and ME who process refund settlement products must purchase the FeeCollect PS package.

Protection Plus

An enrollment process is required for all Protection PLUS customers. To complete the enroliment process, or for more
information, call 866-942-8348 or go to hitps://taxprotectionplus.com/cch-online-enroliment.

If the client is receiving a bank product, the fee will automatically be deducted from their refund. If the client isn’t receiving a
bank product, simply collect the fee during tax preparation and Protection Plus will send you a bill for these customers.

Protection Plus is only available for Federal 1040 returns.

ERO Benefits of Protection Plus:

« Training and education provided from Protection Plus

« Dedicated resources to call with any questions

« Additional revenue stream for EROs up to an additional $70 per return

« Error protection

« Saves time since Protection Plus will assist taxpayers who receive a letter from the IRS
« Strong Spanish offering

« Free marketing materials through Protection Plus
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Taxpayer Benefits of Protection Plus:

« Audit Assistance - help with denied EIC, education credits and more

« Assistance with IRS letters the taxpayer may receive

« Upto $2,500 reimbursement for tax, interest and penalties (Excludes: AK, AR, CT, ID, ME, NH, ND, TN, Rl & PR)
« Fast claim response

« Protection on returns with SchC, E & F

« Tax Debt relief assistance

« Assistance with rejected ITIN (W7) applications

« Spanish support available

Bank Product Fees

There are several fixed, optional, and adjustable fees associated with most bank products. These fees are defined in the
bank product that is attached to the return.

Bank Fee

This is the fee the Processor charges to process the bank product. This fee will be taken out of the taxpayer's refund and will
be retained by the Processor.

To identify the fee for a bank product:

1. Open the return with the bank product.
2. Click the form tab for the bank product application.
3. At the bottom of the form, click the Projected Fee tab.

" The Projected Bank Fees are listed at the top of this worksheet.

Tax Preparation Fee

This is the fee charged by the ERO for preparing the tax return. This fee is set by the ERO and will be taken out of the
taxpayer's refund. The bank products processor (the Processor) will deposit this fee into the ERO's bank account.

The Processor may set limits to the amount you can charge in conjunction with their products. Do not change the
=== amount of this fee after it has been established with the Processor. Doing so could result in a temporary loss of your
Approved status with the Processor, leaving you unable to process their product(s) in the interim.

Transmission Fee
This is the fee charged for each taxpayer’s approved Federal bank product application transmitted through CCH SFS. Please

view your fees on the Support website to see the amount of this fee. This fee will be taken out of the taxpayer's check and
will be sent to CCH SFS.

State Transmission Fee (if applicable)
This fee is the amount CCH SFS charges for each taxpayer’s bank check or direct deposit for all approved state bank

product applications transmitted through CCH SFS. Please view your fees on the Support website to see the amount of this
fee. This fee will be taken out of the taxpayer's refund and will be sent to CCH SFS.
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Electronic Filing Fee (if applicable)

This is the fee the ERO charges the taxpayer to electronically file the return. This fee is set by the ERO and will be taken out
of the taxpayer's refund. The Processor will deposit this fee into the ERO's bank account.

Bank Technology Fee

This is the fee charged by the bank, soiit is essentially a bank service charge. Out of this money, Electronic Return
Originators (EROs) may receive a percentage for every bank product provided.

Service Bureau Fee (if applicable)

This is an optional fee set by a main office that has multiple sub-offices. The service bureau fee is set or charged by a main
office to its sub-offices. The main office sets the fee during ERO enrollment and is paid to the main office by the bank.

Unpostables Report

In some cases, banks receive refunds for taxpayers who do not have approved bank applications on file. The bank sends an
acknowledgement to the preparer/ERO that the funds are unpostable. The preparer/ERO receives this acknowledgement
during Ack processing, and then the report is created.

Unpostable funds will be returned to the taxing agency if the bank is not provided with account information (via an approved
bank application).

To view the Unpostables Report:

1. From the Bank Manager, click the Reports menu; then, select Unpostable Report.

Unpostables Report @
[ Show all hidden rows
Hide Date EFIM Bank Mame TIN Description
[ TPG Bank has unpostable funds - please submit a bank app
] TPG Bank has unpostable funds - please submit a bank app
[ TPG Bank has unpostable funds - please submit a bank app
] TPG Bank has unpostable funds - please submit a bank app
@ Help Print | [ Close

2. Toprint the Unpostables Report, click Print.
Enrollment Manager

The Enrollment Manager is where you:

« Enroll with a bank to offer or use Bank Products or FeeCollect™.
o Check for updates to your enrollment status.
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« Set orchange Transmitter fee, Service Bureau fee, E-file fee, and/or Protection Plus Add On fee.

The Enrollment Manager lists the EFINs in your organization, shows the bank-related services in which each EFIN is
enrolled, and the enroliment statuses.

To access the Enrolilment Manager:

From either the E-file Manager or the Bank Manager, click the Tools menu; then, select Enroliment Manager.

Enrollment Manager El

1of1 Enroliments EFIN ¢ Bank Status

[C] Find: (Ctrl+F)

] Bank Products
7] Fee Collect

Clear Filters

Status Date Bank Products Fee Collect E-file Fee Transmitter Fee Service Bureau Fee Protection Plus Add On

None Not Enrolled Enroll Online  Enroll Online

@ Help {5 Reset Columns

MW 1-10f1

Show 10 rows perpage = | |

() EFINs must be setup in the Preparer/ERO Manager before enrolling online.
¥ your EFIN is not displayed above, verify the preparer/ERQ for that EFIN does not contain errors.

4| Page 1 oofl >

Update Status | [ Export | [ Close

Enroliment Manager Filters

You can filter your enroliments in the following ways:

Filter

Find check box and field

Bank Products

FeeCollect

Clear Filters

Enrollment Function

Help

Reset Columns

Preparer/ERO Manager
Update Status
Export

Close

Description Shortcut
By selecting the Find check box, you can then search for a rollover
return by entering search criteria in the Find field. This is especially Ctrl+F

useful when you're searching for a return by last name.
View EFINs that have submitted enrollment for a bank product.
View EFINs that have enrolled for FeeCollect™ service.

Clears all filter selections and displays all EFINs that have enrolled
for Bank Products or FeeCollect™.

Description
Opens the Program Help window to view information about the Enrolilment Manager.

If you rearrange the order or size of the columns in the current tab of the manager, this
resets the columns to their original order and size.

Opens the E-file tab of the Preparer/ERO Manager, where you can setup an EFIN.
Checks for the status of the enroliment.
Exports enrollment information.

Closes the Enroliment Manager.
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Enrollment Process

You must enroll your EFIN with the bank in order to offer Bank Products and FeeCollect™.

%, Your EFIN must already be recorded in the Preparer/ERO Manager. See Entering an ERO EFIN.

Before Enroliment

Enrollment is completed online. An active Intemet connection is required.

%, You cannot enroll an EFIN unless you are an Admin user or have Administrator group privileges.

To access the online enroliment application for the product(s) you want to offer or use:

1. From Bank Manager, do one of the following:
« Click the Enroll Now link.
« Click the Tools menu; then, select Enroliment Manager.

Enrollment Manager B

1of1 Enroliments EFIN | Bank Status Status Date Bank Products Fee Collect E-file Fee Transmitter Fee Service Bureau Fee Protection Plus Add On

[ Find: (Ctri+F) None Mot Enrolled Enroll Online  Enroll Online

[ Bank Products
[C] Fes Collect

Clear Filters |

ShowlﬂrowsparpEQEvl W 4| Page 1 oft | mLlofl

@ EFINs must be setup in the Preparer/ERQ Manager before enrolling online.
¥ your EFIN is not displayed above, verify the preparer/ERO for that EFIN does not contain errors.

@ Help 5 Reset Columns |3 Preparer/

UpdateStatus | [ Bport | [ Close

%, Toenrollinbank products, the EFIN must be listed in the Preparer/ERO Manager. See Entering an ERO
~ EFIN.

2. Toenroll, click the Enroll Online link in the column of the product you want to offer.

3. Under My Account, click Refund Settlement Summary.
The Client Login screen appears.

4. If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

5. Enteryour User Name in the User Name box and press the Tab key.

6. Enteryour Password in the Password box.

7. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

8. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

9. Click Log In.

10. Complete the My Settlement Solutions section.

11. Once you have completed the enroliment process, return to your ATX software, while remaining connected to the
Internet.

12. Inthe Enrollment Manager, click Update Status. You'll receive an acknowledgement of your enroliment status.
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You will usually receive a same-day acknowledgement of application transmission. If your application is rejected, you will
see the word Rejected next to your EFIN in the Status column of the Enroliment Manager. If it is accepted, you will see a

green check mark next to your EFIN.

If your application is rejected, you can make the appropriate changes online from the ERO/Bank Application link on the
MyATX Solution Center site. Correct any errors on your application, and then resubmit it.

Updating Enroliment Statuses

You must enroll your preparer/ERO EFIN with a bank in order to use Bank Products or the FeeCollect™ service. To
determine if you've been approved to offer or use these products, you must continue to check your enroliment status.

To update the enroliment status:

1. From the Bank Manager or from the E-file Manager, click the Tools menu.

2. Select Enrollment Manager.

Enroliment Mznager @
Joid e EFIN | Bank Status Status Date Bank Products Fee Collect E-file Fee Transmitter Fee Service Bureau Fee Protection Plus Add On
= o MNone Not Enrolled Enroll Online Enroll Online
[] Bank Products
[ Fee Collect
ClearFiters |
Show 10 rows per page -| W | 4| Page 1 ofl b | W 11ofl
() EFINS must be setup in the Preparer/ERO Manager before enralling online.
I your EFIN is not displayed above, verify the preparer/ERO for that EFIN does not centain errors.
@ Help 35 Reset Columns, UpdateStatus | [ Bport | [ Clese
Transmission Results =)

+ Transmission Results

Status:
& Connecting to the Electronic Filing Center
& Received 0 batches of acknowledgements
e Processed 0 Acknowledgements

Details

Connecting to EFC and Checking Client Data...

«System Status - Cannected to the Electronic Filing Center successfully.
&P Client Status - Customer info verified successfully,
799999 - Enrollment data updated

Requesting acknowledgements...
wRequesting Acks dated after 11-11 11:18:44 - no acks available

Processing Acknowledgements...

Transmission Complete.

Turn On Auto-Screlling

Close

4. Click Close.

5. View the updated status in the Enroliment Manager.

Setting Up E-file Fees

You can designate e-filing fees for each EFIN listed in the Preparer/ERO Manager and displayed in the Enroliment

Manager.
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To set up an e-file fee for an EFIN:

1. From either the E-file Manager or the Bank Manager, click the Tools menu.
2. Select Enrollment Manager.

The Enroliment Manager appears.

3. Double-click the desired cell in the E-file Fee column for the corresponding EFIN.
4. Enterthe e-file fee.

You cannot set an e-file fee for EFINs that use FeeCollect™.

5. Click Close.

Adding Bank Products to Returns

If a client requests a Refund Transfer (check or direct deposit) or 3Fund (check or direct deposit), complete the
corresponding form and file it along with the return.

%, Bank products are only available on 1040, 1040-A, and 1040-EZ returns. Bank products are not available on business
~ retumns.

To add a bank product (application) to a return:

1. Open the retumn.
2. Click the Add Forms button on the toolbar.

The Select Forms Dialog Box appears.
3. Inthe Find filter box, type Bank.

4. Select a bank product.
5. Click the Open Forms button on the toolbar.

100
Sch COL [ Iprint this worksheet

1040 EF Info

W2 [ mark tis box to request adional Due Diigence Review be conducted by TPG Risk Analysis Group.
Bank Fund

Biing 3Fund Information

“Tax Preparation Fees (including Discounts and Sales Tax, if applicabie). 150.00
0.00
0.00
0.00
- . . 0.00
Total 150.00
Taxpayer Information
Filers First Name Widdle Infiel Filers Last Name Filer's Social Security Number
Joseph ‘M [smith 11411111
Filers Mailing Address Filer Cell Phone Number
[2.maple Wa =
City, Town, or Post Office State |Zip Code Filer Home Phone Number
Anywhere IGA ‘mnnn

%, Forms vary by provider, so your form may differ from the one pictured above.

6. Complete all of the worksheets for the form.

7. Do one of the following:
« Click the Save button on the toolbar
« Click the Returns menu; then, select Save Return
o Press Ctri+S

180



Chapter 7: ATX Managers

To attach a bank product from the EF Info Worksheet:

1. Open the return.

2. If you've not already done so, add an EF Info Worksheet to the return. For specific instructions, see Adding
Forms to a Return.

3. Click the 1040 EF Info tab to open the worksheet.
The EF Info Worksheet appears.

4. At the bottom of the return, click the Payment and Refund worksheet tab.
5. Scroll down to the Refund Options section.

%, The refund options that appear on the EF Info form are directly related to the bank products for which the EFIN
~ isenrolled. If you have not completed the enrollment process, see Enrollment Process.

6. Select the check box(es) for the refund type desired.
7. Save your changes.

E-filing Returns with Bank Products

Returns with bank product applications are e-filed just like other returns. After transmission, the bank product then receives
its own status as the customer and preparer await the disbursement of the refund and/or preparer fees.

E Bank applications cannot be altered after e-file transmission unless the return status is Accepted and the bank
application status is Rejected. See Re-Creating Bank Applications.

Bank Status/Acknowledgements

When you e-file a return with a bank product, the Bank Manager gives you the status on the approval of the bank product
and the status of the return in relation to the EFC and the IRS. If your e-file receives a Rejected bank status, you must correct
the bank errors displayed in E-file Manager, then re-create and re-transmit the bank application. For complete instructions,
see Re-Creating Bank Applications.

This table defines acknowledgement information that can appear in the Bank Status column on the Bank Products Tab and
Disbursements Tab of the Bank Manager.

Status Description

The e-file (with bank product) has been created and the return is ready to be transmitted
Created to the Electronic Filing Center (EFC).
Next Step: Transmit E-file.

The return has been successfully transmitted to the EFC. Its status on our server does
Transmitted to EFC not allow it to be re-transmitted.
Next Step: Wait for acknowledgements.

Transmitted to Bank or The return has been transmitted to the bank or appropriate tax agency.
Agency Next Step: Wait for acknowledgements.

The return contains errors that must be corrected. It has not been transmitted to the IRS

Rejected by EFC or state. Next Step: Correcting E-file Rejection Errors.
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Status Description

The e-file was successfully transmitted to and received by the IRS or state, but it
Rejected by Bank contained errors relating to the bank product.
Next Step: Correcting E-file Rejection Errors.

Return was successfully transmitted to and accepted by the IRS or state. The bank
application was also accepted, and a disbursement has been scheduled. To view the
scheduled disbursement, refer to Bank Products Tab and look in the Disbursement
Detail area.

Accepted

Bank Product Status is Updated when Federal E-file Status Changes

Unless the bank product has been rejected by the bank, the bank product status will change according to the chart below if
there is a change to the Federal e-file status:

. ...then Bank Status ...unless the Bank
If Fed E-file Status Changes to...
Changes to... Status Is...
Duplicated Rejected by EFC Rejected by Bank
Rejected by Agency Rejected by EFC Rejected by Bank

Viewing Disbursement Details

The Disbursement Details dialog box shows detail on the disbursement associated with a particular return, as well as the
fees that are deducted from the disbursement.

The arrow buttons allow you to move back and forth amongst multiple disbursements, if more than one disbursement is
associated with one retumn.

To view the details of a disbursement for a specific return:

1. Openthe Bank Manager.
2. Select the return for which you want to view disbursements.
3. Click the Disbursements menu; then, select View Selected Disbursement Details.

Disbursement Details @

@ Return Name: Anderson, Stuart J Amount

Agency Payment §7,197.00

Disbursement Type: ~ Check Bank Account Fee §29.95

Tax Preparation & E-File Fees §260.00

Disbursement Date: &= = & 37 Ml Service Bureau Fee $12.99

CCH Bank Tech & Transmitter Fees™ §39.95

Authorization Number: (S Audit Shield Fee 529.95

. Debt $250.00

i s e Disbursement Amount $6,867.10

Status Date: L)LY A 4 4 » W

Check Number *May include Audit Shield fee even if listed separately.

Close
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Disbursement Details Field Descriptions

Column

Return Name
Disbursement Type
Disbursement Date

Authorization Number

Status

Status Date
Check Number

Amount

Arrow tabs

Xof X

Close

Description

Name associated with the retumn.

Check, Direct Deposit, or Bank Card.

Date and time that the disbursement was made.

A unique number assigned by the bank authorizing the disbursement.

Status of the disbursement, which is part of the bank application. See Bank
Status/Acknowledgements.

Date and time that the current bank status went into effect.
Number of the check, if check was the disbursement type.
Amount of the disbursement.

Use these arrows to scroll through multiple disbursements associated with one return (if
applicable). Single arrows move you from one disbursement to another in the list. Double
arrows place you at the first disbursement or last disbursement for the return.

Displays the current disbursement record out of a total of disbursement records
associated with the given return.

Closes the dialog box.

Re-Creating Bank Applications

If your federal e-file is accepted but the attached bank application is rejected, you can correct the errors, then re-create and
re-transmit the bank application.

Rejected Bank Applications @I

One or more bank applications have been rejected by the bank
and are noted in red. Please fix the errors and then re-create and
transmit the applications.

Click Help for more detailed instructions,

["] Don't show this message again

@ ror

% Errors in the bank application are listed along with other return-related errors in the E-file Manager.

‘: Bank applications cannot be altered after e-file transmission unless the return status is Accepted and the bank
application status is Rejected.
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To re-create a rejected bank application:

1. Openthe Bank Manager.
2. Select the return with the rejected bank application, which appears in red:

Bank Products Disbursements

Return Name Client# Complete 55N Bank Status Bank Status Date E-file Status  E-file Status Date Product Type # of Disbursement: EFIN E-fileID Rejection Reasons

Anderson, James T and Patricia M bank sh [} Rejected Accepted 1 2 Missing or expired Expirati

3. Click the Applications menu; then select Display Rejected Errors.

Rejection Errors Print H Close H Help

4 Bank App TPG Bank or FeeCollect error
00001911
Missing or expired Expiration Date #2 and filing status is MFJ

In other words...

= Fields commenly associated with this error 00of0

4. Correct each bank application error shown at the bottom of your screen.
5. Click the E-file menu; then select Re-create Bank Application.

Re-create Bank Application @l

The bank application has been re-created for this return.
Continue |

6. Click Continue.
If the bank application has been successfully re-created, it no longer appears red in the Bank Manager.
7. Save the return.

"% You may re-create the bank application as many times as you need after the initial rejection, until you
~ successfully create and transmit the bank application.

Transmitting Re-Created Bank Applications

If your Federal e-file status is Accepted but the attached bank application is Rejected, you can fix the errors, then re-create
and re-transmit the bank application. To re-create the bank application, see Re-Creating Bank Applications.

To re-transmit the re-created bank application:

1. Openthe Bank Manager.
2. Click the Applications menu; then, select Transmit Re-Created Bank Applications.

Transmit Re-Created Bank Applications @
Select the bank applications to transmit:
Return Name Client # SSN E-File ID Details
Adams, James M and Judith & Created
@ Help Transmit | Cancel |
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% You must close the return in order to transmit the re-created bank application. Open returns will be unmarked

~—= and you will not be allowed to transmit.

3. Select the check box(es) for the bank application(s
4. Click Transmit.

) you want to transmit.

Transmission Results

+ Transmission Results

Status:
& Connecting te the Electronic Filing Center
«Verifying Customer Info
@7 Client Connect
«Sent 1 of 1 bank application
@ Received 1 batch of acknowledgements
@ Processed 1 Acknowledgement

Details
Client Connect

7111111 - Enrollment data updated

Sending bank applications...
«#Adams, James M and Judith S - Transmitted to EFC

Requesting acknowledgements...
«?Synchronizing with the EFC - no more acks

Processing Acknowledgements...
7000000000 (SBET Bank) - Transmitted ToBank

Transmission Complete.

Turn On Auto-Scrolling

Close

5. Continue to update your acknowledgements until your bank application is accepted. See Receiving

Acknowledgements.

", You may re-create the bank application as many times as you need after the initial rejection, until you
' successfully create and transmit the bank application.

Preparer/ERO Manager

The Preparer/ERO Manager is where you can record paid preparer and ERO information required for the tax returns. Once
entered, Preparer/ERO information can be added to returns manually per return (see Inserting Preparer/ERO Information)
or automatically for all returns (see Preparer Manager Preferences).

To open the Preparer/ERO Manager:
From the Return Manager, do one of the following:

« Click the Tools menu; then, select Preparer/ERO
« Click the Preparer/ERO button on the toolbar

Manager.

Preparer/ERC Manager

3 of 3 Preparers Preparer Firm E-File

First Name Middle Initial ~ Last Name

[Z] Find: (Ctrl+F)

George F Smith
Mary H Anderson
Clear Filters ‘ Vivian T Creary

PTIN Self Employed SSN
O

n

Print Signature

Page

Show 10 rows per page « | L} 4

@ Help {55 Reset Current 93 Reset All {5 Adjust Preparer/ERO Settings

1 ofl » W 1-30f3

Delete

AddNew | | | [ Eport

|

Close

“. Usethe Preparer/ERO Manager to enter your preparer/ERO data.
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E Unlike company and payer data, preparer/ERO data that is manually entered on a return will not be saved in
== the Preparer/ERO Manager.

Preparer/ERO Function Description

If you select the check box and begin typing in the field, the window will jump to an

Find (Ctrl+F) entry matching the text entered.
Clear Filters Clears the Find filter and displays the entire list of preparers in alphabetical order.

Pagination controls can be used to determine the number of items on a page as well
as which page of data you're viewing. See Manager Pane.

Pagination controls
Add New Inserts a new row with blank fields for new preparer information.
Delete Removes the selected preparer's information from the Preparer/ERO Manager.

Export Exports a list of all the preparers stored in the Preparer/ERO Manager into a.csv

file.
Close Closes the Preparer/ERO Manager.
Help Opens Program Help.
Reset Current Resets columns in selected tab to their default size and arrangement.
Reset All Resets columns in all tabs to their default size and arrangement.
Adjust Preparer/ERO Settings Opens Preparer Manager Preferences.

Preparer/ERO Manager Tabs

Preparer tab

Enter basic information about the preparer, including Name, PTIN and/or SSN.

Firm tab

Enter Preparer EIN, Firm Name, Address, e-mail, and Phone Numbers.

E-File tab

Enter information for preparers who file electronically, such as EFIN and ERO designation.

‘_\ Because the EF Info Worksheet uses the EFIN and ERO information as entered in the Preparer/ERO Manager, it is
. imperative that the information is entered correctly.

Adding Preparer/ERO Information

You can enter an unlimited number of preparers in Preparer/ERO Manager. However, to be able to sign in and use the
system, an individual must be set up as a user in Security Manager. See Adding Users to the System.
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To add preparers and/or EROs to the system:

1. From Return Manager, do one of the following:
« Click the Preparer/ERO button on the toolbar.
« Click the Tools menu; then, select Preparer/ERO Manager.

Preparer/ERO Manager (=]
3 of 3 Preparers Preparer Firm E-File
7] Find: (Ctrl+F) First Name Middle Initial ~ Last Name PTIN Self Employed SSN Print Signature
George F Smith
Mary H Andersan [&]
Clear Filters ‘ Vivian T Creary

n

Show 10 rows per page v| I 4 Page 1 ofl » W 1-30f3

@ Help 5 Reset Current {53 Reset All §5 Adjust Preparer/ERO Settings AddNew | [ Delete | [ Eport | [ Close

2. Click Add New.
3. Enterthe preparer or ERO information.
4. Click Close.

‘\1 Preparer/ERO information that is added directly to a return will not be saved in the Preparer/ERO Manager.

| —

Special ID Numbers for States

NYTPRIN for New York State Preparers

New York State tax preparers must register each year with the New York State Department of Taxation and Finance to
receive a New York Tax Preparer Registration Number (NYTPRIN). In order to have the NYTPRIN automatically added to
returns, you must enter this number in the NYTPRIN column on the Preparers tab of the Preparer/ERO Manager. For
more information on the NYTPRIN, visit http://www.tax.ny.gov/tp/tpreg.htm.

Preparers who are exempt from the NYTPRIN should use the drop down list to select the exemption code from the
NYTPRIN Excl column on the Preparers tab of the Preparer/ERO Manager.

NM CRS for New Mexico Preparers

Anyone engaged in business in New Mexico must register with the Taxation and Revenue Department. As part of
registration, the business receives a state tax ID number known as a Combined Reporting System (CRS) number. This
registration is the main method for reporting the State’s major business taxes.

Preparers who receive a W-2 from a tax preparation firm or company do not need a CRS number; they should use the firm’s
CRS ID Number when preparing returns. Contractors must apply for their own CRS ID Number, and should not use the firm’s
CRS number.

To apply fora CRS ID number or for more information on the topic, visit www.tax.newmexico.gov.

Printing Preparer Signatures on Returns

IRS Notice 2004-54 permits preparers to use software to print the preparer signature on tax retuns. Many states have
adopted the same rule. Check with your state's Department of Revenue for details.
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To automatically have a preparer/ERO name appear in the Preparer's signature block on tax returns:

1. Click the Tools menu; then, select Preparer/ERO Manager.

Preparer/ERO Manager =]
2 of 2 Preparers Preparer Firm E-File
First Name MiddleInitial  Last Name PTIN Self Employed SSN Print Signature
[] Find: (Ctrl+F)
Jane Sample [} [}
Mary Anderson

Clear Filters ‘

n »

Show 10 rows per page v| ] 4 Page 1 ofl » M 1-20f2

@ Help {iib Reset Current {5 Reset All {5 Adjust Preparer/ERO Settings AddNew | [ Delete | [ Epot | [ Close

2. Onthe Preparer tab, select the Print Sighature check box.
3. Click Close.

"% If you prepared returns prior to selecting this option, you will have to reenter the preparer/ERO on the return.
~ Seelnserting Preparer/ERO Information.

Entering an ERO EFIN

Only users with Admin or Office Manager security privileges can perform the task(s) discussed in this topic.

To enter an EFIN for a Preparer/ERO:

1. From the Return Manager, do one of the following:

« Click the Preparer/ERO button on the toolbar.

« Click the Tools menu; then, select Preparer/ERO Manager.
2. Click the E-file tab.

Preparer/ERO Manager B
1of 1 Preparers Preparer Firm E-File
] Find: (Ctl+F) First Mame Middle Initial  Last Mame EFIN ERO ERC Pin
ind: (Ctrl+
Jane Sample 992042 12345
Clear Filters |
Show 10 rows per page - | 14 4 | Page 1 ofl » W 1-1ofl
(2] Help @ Reset Current @ Reset All @ Adjust Preparer/ERQ Settings Add Mew | Export ‘ Close |

3. Highlight the desired Preparer/ERO, and enter their EFIN in the appropriate field.
4. Select the ERO check box.
5. Click Close.
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"% Toenable a Preparer/ERO to sign in and use the system, he/she must be set up as a userin Security Manager. See
~ Adding Users to the System.

Initial EFIN Defaults to Secondary Preparers

If the initial preparer (the first you enter in the Preparer/ERO Manager) has an EFIN, the program automatically assigns the
same EFIN to subsequent preparers. If subsequent preparers are EROs and will be using their own EFINs to submit returns,
be sure to enter the correct EFIN for those preparers.

If a preparer is not an ERO, delete the EFIN from the record.
Deleting Preparer/ERO Information

To delete preparer or ERO information from the system, use the Preparer/ERO Manager.
To delete Preparer/ERO information:

1. From Return Manager, do one of the following:
« Click the Preparer/ERO button on the toolbar.
« Click the Tools menu; then, select Preparer/ERO Manager.

Preparer/ERO Manager (=]
3 of 3 Preparers Preparer Firm E-File
O] Fine (CareR) First Name Middle nitsl  Last Narne PTIN Self Employed SSN Print Signature
George F Smith
Mary H Anderson ]
Clear Filters ‘ Vivian T Creary

n

Shnwlﬂrnwsparpagav| wo| 4 Page 1 ofl » | W |130f2

@ Help {5 Reset Current {5 Reset All {5 Adjust Preparer/ERO Settings AddNew | [ Delete || Eport | [ Close

2. Highlight the row to be deleted.
3. Click Delete.

Delete Preparer [E]

(" Areyou sure you want to delete the selected Preparer?

Delete ] [ Cancel

4. Click Delete to confirm.

LY

A Changes made to Preparer/ERO information via the Preparer/ERO Manager are not automatically transferred to
=== existing returns that contain the information.
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Inserting Preparer/ERO Information

This topic provides instructions on manually inserting a preparer or ERO into a single return. To automatically insert a default
preparer or ERO on all your returns, use Preparer Manager Preferences.

To insert preparer/ERO information on a return:

1. Open the retumn.
2. Do one of the following:
« Click the Preparer/ERO button on the toolbar.
« Click the Tools menu; then, expand the Preparer/ERO fly-out menu and select Insert Preparer/ERO.

Insert Preparer/ERC on Return =]

Enter this Preparer's information on this return:

[ND Change (keep any existing preparer info) - |

Enter this ERO's information on this return:

[Nu:u Change (keep any existing ERO info) - |
Manage Preparers Adjust Preparer/ERO Settings
& Help 0K l [ Cancel

3. Select from the following:

+ No Change (keep any existing preparer/ERO info)

« None (remove any existing preparer/ERO info)

+ One of the preparers/EROs in the list (if applicable)
4. Click OK.

The Manage Preparers link automatically opens the Preparer/ERO Manager. Preparer and/or ERO information can be
entered and then inserted into the open return and/or future returns.

The Adjust Preparer/ERO Settings link opens Preparer Manager Preferences.
Removing Preparer and ERO Information

If the Preparer and/or ERO information in a return is incorrect, it can easily be removed.
To remove preparer and/or ERO information from a return:

1. Open the retumn.

2. Click the Tools menu.

3. Expand the Preparer/ERO fly-out menu; then, select one of the following:
« Remove Preparer
« Remove ERO
« Remove Both

Exporting Preparer/ERQO Information

This procedure exports the entire preparer list as a .csv file to the location you designate.
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To export a list of preparers:

1. From the Return Manager, do one of the following:
« Click the Preparer/ERO button on the toolbar.
« Click the Tools menu; then, select Preparer/ERO Manager.

Preparer/ERO Manager (=]
3 of 3 Preparers Preparer Firm E-File
7] Find: (Ctrl+F) First Name Middle Initial ~ Last Name PTIN Self Employed SSN Print Signature
George F Smith
Mary H Andersan [&]
Clear Filters ‘ Vivian T Creary

n »

Show 10 rows per page v| I 4 Page 1 ofl » W 1-30f3

@ Help 5 Reset Current {53 Reset All §5 Adjust Preparer/ERO Settings AddNew | [ Delete | [ Eport | [ Close

2. Click Export.

The Export Preparers window appears.

3. Browse to the location where your Preparer/ERO information is to be saved.
4. Inthe File name field, enter a name for your exported .csv file.
5. Click Save.

Company Manager

The Company Manager allows you to save core information for companies, such as EIN, Address, and State ID. This
makes preparing multiple returns for the same company faster and more accurate.

As you prepare returns, the program automatically records the company information in the Company Manager. You can
also manually add companies.

Company Manager (=]
3 of 3 Companies Name EIN / SSN Address City State Zip el
[ Find: (Ctrl+F) ABC Estate - 1638 Cherry Blossom Trail ! Denton TX 76203
Example Trust - 1945 Arlington Drive Holmes PA 18043
Sample Trust 3442 Hanover Estates Hanaowver ML 49241
ClearFilters |

m »

ShuwlﬂrnwsperpagEv‘ W | 4 Page 1 ofl » ||M 130f3

@ Help £ Reset Columns Insetonform | | AddNew | [ Delete | [ Bpot | [ Close
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To open the Company Manager from Return Manager, click the Tools menu; then, select Company Manager.

To open the Company Manager from an open return, click the Tools menu; then, select Insert Company.

Company Manager Function Description

If you select the check box and begin typing in the field, the dialog box will jump

Find (Ctri+F) to an entry matching the entry.

Clears the Find filter and displays the entire list of companies in alphabetical

Clear Filters
order.

Pagination controls allow you to set the number of items on a page as well as

Pagination controls which page of data you're viewing. See Manager Pane.

Inserts a new row with blank fields in which new company information may be

Add New entered.

Delete Removes the selected company's information from the Company Manager.
Export Exports a .csv file of all companies stored in the Company Manager.

Close Closes the Company Manager.

Inserts the highlighted company information onto the current form (only

Inserton Form .
available from an open return).

Opens the Program Help window to information pertaining to Company

Help Manager functionality.

If you rearrange the order or size of the columns in the current tab of the

Reset Columns . o .
manager, this resets the columns to their original order and size.

Adding Companies
To add Companies to the Company Manager:

1. From Return Manager, click the Tools menu; then, select Company Manager.

Company Manager =]
3of 3 Companies Name . EIN / 55N Address City State Zip  Tel
[ Find: (Ctrl+P) ABC Estate . snma 1638 Cherry Blossom Trail ! Denton TX 76203
Example Trust - 1945 Arlington Drive Holmes PA 19043
Sample Trust el 3442 Hanover Estates Hanowver ML 49241
Clear Filters

“ n

ShowlOrowsperpage v| | W 4 Page 1 ofl *» | W |13cf2

@) Help 45 Resst Columns AddNew | [ Delte | [ Epot | [ Close

2. Click Add New.
3. Enterthe company’s information on the row provided.
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4. Click Close.
Inserting Company Information

If acompany's information is stored in Company Manager, it can be inserted into a return when you need it with just a few

clicks of your mouse.
To enter company information on a return:

1. Openaretumn.
2. Click the Tools menu; then, select Insert Company.
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Company Manager =]
3 of 3 Companies Name : EIN / 55N Address City State Zip el
[ Find: (Crl+F) ABC Estate so- 1638 Cherry Blossom Trail ! Denton TX 76203
Example Trust 1945 Arlington Drive Holmes PA 18043
Sample Trust 3442 Hanover Estates Hanowver MI 49241
Clear Filters |
m
Show 10 rows per page -‘ W |4 Page 1 ofl » || M 1-30f3
@ Help 4§ Reset Columns InsertonForm | | AddNew | [ Delete | [ Bgot | [ Close
3. Highlight the row containing the desired company information.
4. Click Inserton form.
You can delete one company entry at a time from the Company Manager.
To delete a company from the list:
1. Click the Tools menu; then, select Company Manager.
Company Manager (=]
3 of 3 Companies Name : EIN / SSN Address City State Zip el
[ Find: (Ctrl+F) ABC Estate - 1638 Cherry Blossom Trail ! Denton TX 76203
Example Trust 1945 Arlington Drive Holmes PA 18043
Sample Trust 3442 Hanover Estates Hanaowver ML 49241
ClearFilters |
m »
Show 10 rows per page -‘ W | 4 Page 1 ofl » ||M 130f3
| [ close

@ Help s Reset Columns AddNew | [ Delete | [ Export

2. Highlight the company you want to delete.
3. Click Delete.
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Exporting Companies

This procedure exports the entire company list as a .csv file to the location you designate.
To export company information:

1. From the Return Manager, click the Tools menu; then, select Company Manager.

Company Manager =]
3 of 3 Companies Name : EIN / 55N Address City State Zip Tl
[F] Find: (Ctrl+F) ABC Estate " rm 1638 Cherry Blossom Trail ! Denton TX 76203
Example Trust - 1945 Arlington Drive Helmes PA 19042
Sample Trust . 3442 Hanover Estates Hanowver ML 43241

ClearFilters |

n »

Show 10 rows per page v| ] 4 Page 1 ofl W 1-30f3

@ Help 45 Reset Columns AddNew | [ Delete | [ Epot | [ Close

2. Click Export.

The Export Companies dialog box appears.

3. Navigate to or create the folder where the file is to be saved.
4. Enter a name for the file.
5. Click Save.

Payer Manager

The Payer Manager retains information on companies and employers who generate W-2 and 1099 information for your
1040, 1040A, and 1040-EZ clients. Once entered in the system, a payer is saved and can be quickly added to subsequent
W-2s and 1099s from a convenient drop-down list.

To access Payer Manager and view payers:

From the Return Manager, click the Tools menu; then, select Payer Manager.

Payer Manager =]
49 of 49 Payers Name : EIN / SSN Address1 Address 2 City State
[0 Find: (Cirleh) Acts Modeling Agency - 2221 Martha Berry Drive rome GA
Atlanta Trading Inc.. - 819 Peachtree Road Atlanta GA
Bittinger Herald . 872 Laurel Drive Bittinger MD
Clearfiters | | oy 225 Chastain Meadows Kennesaw GA |
Cherckee Bank 4321 Main St Centre AL 1
Cherckee Health Center 321 Morth Drive Centre AL
Citizens First . 900 Martha Berry Rome GA
n

Showl0rowsperpage +| | | 4 | Page 1 of5 E| W [1-10 of 49

@ Help {5 Reset Columns [ Addnew |[ peete | [ Bpot | [ close
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Payer Manager Function Description

If you select the check box and begin typing in the field, the window will jump to an entry

Find (Ctrl+F) check box/field matching the entry.

Clear Filters Clears the Find filter and displays the entire list of payers in alphabetical order.

Pagination controls allow you to set the number of items on a page as well as which

Pagination controls page of data you're viewing. See Manager Pane.

Add New Inserts a new row with blank fields for new payer information.
Delete Removes the selected payer information from the Payer Manager.
Export Exports a .csv file of all payers stored in the Payer Manager.
Close Closes the Payer Manager.

Help Opens Program Help window to information about Payer Manager.

If you rearrange the order or size of the columns in the current tab of the manager, this

Reset Columns o .
resets the columns to their original order and size.

Adding Payers to the System

You can add payers to the system in two ways:
« Enter payer information on W-2 or 1099 forms

« Enter payer information directly into the Payer Manager

Using either method, the system saves any payer information in the Payer Manager. This information is then made
available on W-2s and 1099s via the QuickEntry - Select Payer drop down list. See Using QuickEntry to Select Payers.

Adding Payers to the System from a Form

The default Enable Payer Manager setting in Open Return Preferences ensures that any payer information entered
directly on a W-2 or 1099 form will be automatically saved to the Payer Manager repository. For subsequent W-2s and
1099s, the payer appears in the QuickEntry - Select Payer drop-down list.

Payer information is added when entered onto forms W-2, W-2G, 1099-G, 1099-R, 1099-S, 1099-DIV, 1099-INT, and
1099-MISC.

To add new payer information to a W-2 or 1099:

% Theinstructions assume that you've created a return with either a W-2 or 1099 input worksheet attached.
1. From the open return, click either the W-2 or 1099 tab.
The input worksheet of the corresponding form appears.

"%, You can enter payer information on either the Input or Detail worksheet, depending on your preference.

2. Enter payer information on the form.
3. Tosave the return, do one of the following:
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« Click the Save button on the toolbar.
« Click the Returns menu; then, select Save Return.

To add payers directly to the Payer Manager:

1. From Return Manager, click the Tools menu; then, select Payer Manager.

Payer Manager =]
49 of 49 Payers Name ' EIN / SSN Address1 Address 2 City State
O Acts Modeling Agency . 2221 Martha Berry Drive rome GA
Atlanta Trading Inc.. - 819 Peachtree Road Atlanta GA
Bittinger Herald 872 Laurel Drive Bittinger MD
Clearfiters | | cen 225 Chastain Meadouws Kennesaw GA |
Cherokee Bank 4321 Main 5t Centre AL 1
Cherokee Health Center 321 Morth Drive Centre AL
Citizens First 900 Martha Berry Reme GA
[

Show 10 rows per page v| ] 4 Page 1 of5 E| E|1—10 of 43

@ Help i Reset Columns [ AddNew |[ Delete | [ Epot | [ Close

2. Click Add New.
3. Enterthe payer's information on the row provided.
4. Click Close.

Using QuickEntry to Select Payers

The QuickEntry function is a drop-down list of payers already in the system. Payer information can be entered directly into
the Payer Manager or can be entered directly into a W-2 or 1099 form.

The QuickEntry function is found at the top of the following W-2 and 1099 forms:

o« W-2

« W-2G

« 1099-G

« 1099-R

« 1099-S

« 1099-DIV

o 1099-INT

« 1099-MISC

To add previously-saved payer information to a W-2 or 1099 Form:

%, This instruction assumes that you've created a return with either a W-2 or 1099 input worksheet attached.

1. From the open return, click the tab for the W-2 or 1099.
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1040 | w-2 |
|

|| 4 Record: 1 P |Add Mew Record | Delete Record |

Enter data in the blue fields below.

Click the Previous and Next arrows in the toolbar to view a single record. All recerds are displayed on the Detail sheet.

| QuickEntry - Select Payer » > >

| Add to Payer Manager

m

[ Inen-standard w-2
(handwritten or altered)

Check all that apply: [_| Spouse’s W-2

[Jcorrected

Wage and Tax

Pages & Worksheets Input | Detail | Summary Totals I Summary Payers

| Zoom

U

Statement
Dcneck to calculate automatically Specialtype (wages): __
a Employee's social security number 1 Wages fips eic 2 Federal income tax withheld
3 3
b Employer's identification number 3 Social secunity wages 4 Social secunty tax withheld
3 0 ;] 0
¢ Employer's name 5 Medicare wagesfips 6 Medicare tax withheld
3 0 ) 0
Street address line 1 7 Social security tips & Allocated tips
3 3 -

100%

2. Click the QuickEntry - Select Payer field to select it.
3. Do one of the following:
« Click the drop-down arrow.

« Begin typing the payer Name or EIN in the field. The list is filtered as you type.

QuickEntry - Select Payer>» >

-

AAA

Industries - 98-3888883

allthat apply: || Spouse’s W-2| ABC Company - 99-9999999
All-State Business - G6-6666666
Permanent Roofing - 44-4444444 1

4. Select the desired payer.

Making Changes to Previously-Saved Payer Information

If you make changes to existing payer information (selected from the QuickEntry - Select Payer drop-down list), those

changes will also be saved to the Payer Manager when the retumn is saved.

Deleting Payers

You can delete one payer entry at a time from the Payer Manag

To delete a payer from the list:

er.

1. From Return Manager, click the Tools menu; then, select Payer Manager.

Payer Manager
49 of 49 Payers Name EIN /55N Address 1 Address 2 City State
71 Find: (Ctrl+F) Acts Medeling Agency - 2221 Martha Bemy Drive rome GA
Atlants Trading Inc.. 819 Peachtree Road Atlanta GA
Bittinger Herald 872 Laurel Drive Bittinger MD
Clear Filters | CCH 225 Chastain Meadows Kennesaw GA
Cherokee Bank 4321 Main 5t Centre AL 1
Cherokee Health Center 321 Nerth Drive Centre AL
Citizens First 900 Martha Berry Rome GA
n »
Showl0rowsperpage »| | | 4 | Page 1 of5 E| W [1-10 0f 29
@ Help §f Reset Columns [ addwew | [ peete | [ Epot | [ close
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2. Highlight the row containing the payer information to be deleted.
3. Click Delete.

Exporting Payers
This procedure exports the entire payers list as a .csv file to the location you designate.

To export the list of payers:

1. From the Return Manager, click the Tools menu; then, select Payer Manager.

Payer Manager &]
49 of 49 Payers Name EIN / 55M Address 1 Address 2 City State
Find: (Ctrl+F) Acts Modeling Agency . 2221 Martha Berry Drive rome GA
Atlante Trading Inc.. - 219 Peachtree Road Atlanta GA
Bittinger Herald 872 Laurel Drive Bittinger MD
Clear Filters | CCH 225 Chastain Meadows Kennesaw GA

m

Cherckee Bank 4321 Main 5t Centre AL
Cherckee Health Center 321 Morth Drive Centre AL
Citizens First 900 Martha Berry Rome GA

m 3

Show 10 rows per page v| ] 4 Page 1 of5 E| ] |1-10 of 49

@ Help 45 Reset Columns [ AddNew | [ Delete | [ EBpot | [ Close

2. Click Export.
The Export Payers dialog box appears.
3. Navigate to the folder where the file is to be saved.

4. Enter a name for thefile.
5. Click Save.

Security Manager

The Security Manager is used to manage user access to ATX. It allows the Admin user to set up users and manage user
access to a variety of system functions.

Only the Admin user or users with Security Manager rights may access Security Manager.

For each new user, the following tasks should be performed in Security Manager:

» Assignment of a User Name: Users are assigned a User Name which must be used to gain access to the system.
« Assignment of a Password: Users are assigned a Password which are required for all users.

« Assignmentto a User Group: Users are assigned to one or more security groups (which define the system tasks
they can perform). Users can only perform the tasks that are included in their security group's list of available
actions.

Network users must have a user profile in Security Manager in order to log into ATX.
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To open Security Manager, click the Tools menu; then, select Security Manager.

Security Manager =
Users | Groups
User Mame Active  Group Memberships
Adrnin Administrator
@ e -

Users Tab

The Users tab (and the dialog boxes that you access from it) allows you to add new users to the system and to define the
tasks (via the security group assignments) to which each user has access.

Groups Tab

The Groups tab (and the dialog boxes that you access from it) allows you to edit default security groups and define custom
security groups to meet your business needs.

Security Manager Terminology

If you've never worked with system security, there are a few terms you'll need to know:

User

Anyone who uses the system in some way. All users must have a corresponding User Name that he or she will use to log in.
Action

A task or group of tasks that users perform in the system, such as Print Return or Create e-file.

Active status

An Active status indicates that a user is current, thus enabling them to log in and perform their assigned system actions.
Active is the default state for all users.

If you deactivate a user, you block the user from logging into the system. User information is retained and the user can be
made Active again at any time.

Group (or, Group Membership)

The security Group combines a list of system actions. This Group represents the user's level of system access. Each user
must be assigned to a group in order to grant them the access they need to perform their job tasks. For a list of available
actions, see Security Manager Available Actions.
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If you have a user that does not fit into one of the default groups, you can assign the user to multiple default groups or you can
assign a unique set of actions to that user by Creating a New Security Group.

Admin User

The Admin user is the individual in the organization who has complete system rights, including the right to add new users to
the system and to grant all users their particular levels of access.

User Passwords are Required

Users are required to have passwords to access the system. By assigning a password to a user, unauthorized activity can be
prevented by controlling user actions within the system.

« Users can edit their own passwords. See Editing Passwords.

«» If auserforgets a password, the Admin user (or a user with Security Manager privileges) can reset the user's
password without having to know the current password. See Modifying a User's Security Profile or Resetting the
Admin Password.

Default User Names and Groups

Your system has one default User Name and several default Security Groups, listed below. See Security Manager
Available Actions for an explanation of each available action.

Default User

Name Default User Group = System Rights/Access Restrictions

Complete and unrestricted
Admin Administrator access to all system
functionality.

Cannot modify available actions
in this group.

Includes basic system
Basic Group functionality (such as Start or
Edit a Return).

Cannot modify available actions
in this group.

Includes all basic system
functionality, as well as most of
the Available Actions. The
Office Manager group does
not have access to the
following functions: Access
Security Manager, Create E-
files, and Delete E-files.

Office Manager

Includes all basic system
functionality, in addition to

Tax Preparer Create E-files, Mark Returns
Complete, Delete E-files, and
Print Returns.
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Default Admin User

The product requires an administrative user to set up preliminary data in the system and to manage users. Consequently, the
Admin user is the default user name. The Administrator group is automatically associated with it, enabling the Admin user to
set up other users in the system as well as necessary system data.

Default User Groups

The other default groups are a sample of group assignments you can establish in Security Manager. You can assign users
to these defaults, modify the Office Manager and Tax Preparer defaults, or create new groups and customize the actions
of each according to your needs.

Security Manager Available Actions

The system has a set of basic actions (such as Start and Edit a Return) that are automatically assigned to all user groups.
(Basic actions are not listed under Available Actions).

The following is a list of additional Available Actions that can be assigned to a group.

%, Actions are only available to a user if the user is assigned to a security group with which the actions are associated.

Available Action Information about Action

Permission to open and work in Security Manager. This action is
Access Security Manager typically reserved for individuals who perform administrator type
duties in the organization.

Permission to open and input information on tax preparers in the

Access Preparer/ERO Manager Preparer/ERO Manager.

Permission to view the Accounts Receivable Tab of the Return
Manager, which shows the client's billing status. If the useris not
granted access to Accounts Receivable, corresponding columns
within Return Manager will also be restricted.

Access Accounts Receivable Tab

Permission to view the Tax Warehouse Tab, which is a summary
of tax information from a client's return. If the user is not granted
access to Tax Warehouse, corresponding columns within Return
Manager will also be restricted.

Access Tax Warehouse Tab

Permission to use the Complete column in Return Manager to
Marking Returns Complete mark a return Complete. A return may be marked complete based
on your organization's return completion requirements.

. Permission to remove the X from the Complete column in Return
Unmarking Returns Complete

Manager.
Print Returns Permission to print a whole return or pages of a return.
Access Billing Manager Permission to open and work in the Billing Manager.
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Available Action

Access Client Communication Manager

Create E-files

Transmit E-files

Receive Acknowledgements

Delete E-files

Adding Users to the System

Information about Action

Permission to open and work in the Client Communication
Manager, which includes the Client Letter feature. See Standard
Client Letters.

Permission to create an e-file from an open tax return.
Permission to transmit an e-file to the EFC.

Permission to receive acknowledgements from the EFC. See
Managing Acknowledgements (Acks).

%, Users who have permission to receive acknowledgements also

have permission to sync with the EFC.

Permission to delete a saved e-file.

Each user must have a unique User Name and Password. The Admin user sets up User Names and Passwords

in Security Manager.

Passwords are required and provide extra security. They are setup by the Admin user when adding new users to the system.

%, ATXincludes user licensing with each product package, for each standalone or workstation installation that is
- activated, a user license is required. Should you need additional user licenses, please contact your Account Manager at

1-877-728-9776.

*: Only the Admin user or users with Security Manager rights may access Security Manager.

To add a new user:

1. Click the Tools menu; then, select Security Manager.

Security Manager =
Users | Groups
User Mame Active  Group Memberships
Admin Administrator
0 e
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2. Click New.

Mew User =]

User name [#] Active Password (1]

Required

Available groups Assigned groups

Administrator
Basic Group
Office Manager
Tax Preparer

3. Inthe User Name field, enter a user name (up to 20 characters).
4. Inthe Password field, enter a user password.

“%, Passwords must follow these guidelines:

o 8-20characters

o Atleast 1 UPPER case letter

o Atleast 1lower case letter

o Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

5. Inthe Available groups pane, select the group to which the new user will be assigned.

%, SeeDefault User Names and Groups.

6. Click Add --> to move the selected group to the Assigned Groups pane.
7. Click OK.

Modifying a User's Security Profile

You can modify a user's profile in the following ways:

. Change the User Name

« Edit the Password (users can also do this themselves)
« Change the user's assigned Group, or add other groups
« Deactivate the user's security profile

A Only the Admin user or users with Security Manager rights may access Security Manager.

—
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To change the user's assigned group:

1. Click the Tools menu; then, select Security Manager.

Security Manager

Users | Groups

User Mame Active  Group Memberships
Admin Administrator

e

@ Hep

2. Highlight the user whose profile you want to modify.

3. Click Modify.
Modify User =]
User name J3ample [ Active Password
Available groups Assigned groups
Administrator Basic Group
Office Manager
Tax Preparer
Add-—> |
@ Help Ok I [ Cancel

To change a User name:
You cannot change the default Admin user name. You can, however, create a new user with Administrator group

A‘ privileges.

1. Inthe Modify User dialog box, type a new user name in the User hame field.
2. Click OK.
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To edit a password:
"% Users can change their own password by following steps in the Editing Passwords topic. To change the password,
- they must know the current password.
1. Inthe Modify User dialog box, type a new password in the Password field.
"% Passwords must follow these guidelines:
o 8-20characters
« Atleast 1 UPPER case letter
» Atleast 1lower case letter
« Atleast 1 number

« Atleast 1 punctuation or special character (ex.? ! $ & *)
« Spaces are allowed

2. Click OK.
To add a group to the user's profile:

1. Inthe Modify User dialog, click the group you want to add in the Available groups pane.
2. Click the Add button.

"%, You can also double-click the group(s) you want to add.

3. Click OK.
The group appears in the Assigned groups pane.
To remove a group from the user's profile:

1. Inthe Modify User dialog, click the group you want to remove in the Assigned groups pane.
2. Click the Remove button.

"%, You can also double-click the group(s) you want to remove.

3. Click OK.

The group appears back in the Available groups pane.

Deactivating a User in the System

If you're the Admin user, you can deactivate a user's security profile without removing the profile information from the
system.

The Active check box on the Modify User dialog box can be used to deactivate or reactivate a user in the system. While the
user will no longer be able to access the system, the system will still have the user name's setup information. This is a
particularly useful security feature for businesses that have repeat seasonal employees, such as seasonal tax preparers.

Only the Admin user or users with Security Manager rights may access Security Manager.

To deactivate a user's profile:

1. Click the Tools menu; then, select Security Manager.
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Security Manager

Users | Groups

User Mame Active  Group Memberships
Admin Administrator

@ Help

2. Click the user whose profile you want to deactivate.

3. Click Modify.
Modify User =)
User name J5ample Active Password
Available groups Assigned groups
Administrator Basic Group
Office Manager
Tax Preparer
@ Help Ok | [ Cancel

4. Clearthe Active check box.
5. Click OK.

Re-activating a User
Re-activating a user's security privileges in the system is the reverse of deactivation. Simply select the Active check box on

the Modify User dialog box and save the changes.

Deleting Users from the System

2 Only the Admin user or users with Security Manager rights may access Security Manager.
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To delete a user from the system:

1. Click the Tools menu; then, select Security Manager.

Security Manager =
Users | Groups
User Mame Active  Group Memberships
Admin Administrator
@ tep

2. Highlight the user you want to delete.
3. Click Delete.

Delete User =

Are you sure you want to delete user Jane?

Yes | [ Mo

4. Click Yes.
Creating a New Security Group

If the default security groups do not meet the needs of your business, you can create your own custom group.

3 Only the Admin user or users with Security Manager rights may access Security Manager.

To create a new security group:

1. Click the Tools menu; then, select Security Manager.
2. Click the Groups tab.
3. Click New.
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New Group =]
Group MName | Description
Available Actions Group Actions

Access Accounts Receivable Tab
Access Billing Manager
Access Communication Manager

Access Preparer/ERD Manager

Access Security Manager E|
Access Tax Warehouse Tab

Create E-files Add All--> |

Delete E-files

Marking Returns Complete
Print Returns

Receive Acknowledgments
Transmit E-files

Unmarking Returns Complete

4. Inthe Group Name field, enter the name of the new group.
5. Inthe Description field, enter a description for the new group.
6. To associate a set of actions with the group, do one of the following:
« Select the desired action(s) in the Available Actions pane; then, click Add --> to move the selected action(s) to
the Group Actions pane.
« Click Add All --> to move all Available Actions to the Group Actions pane.

« Double-click desired actions in the Available Actions pane (one at a time) to move them to the Group Actions
pane.
7. Click OK when all desired actions for the new group appear in the Group Actions pane.

To remove an action from a group:

1. Do one of the following:
» Select the desired action(s) in the Group Actions pane; then, click <-- Remove to move the selected action(s)
to the Available Actions pane.
« Click <-- Remove All to move all Group Actions to the Available Actions pane.

« Double-click the desired action(s) in the Group Actions pane (one at a time) to move them to the Available
Actions pane.
2. Click OK when all actions to be removed from the group appear in the Available Actions pane.

Modifying Security Groups

Only the Admin user or users with Security Manager rights may access Security Manager.

To modify a security group:

1. Click the Tools menu; then, select Security Manager.
2. Click the Groups tab.
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Security Manager E
[Users | Groups |
Group Mame Description
Administrator Administrators have unrestricted access (cannot modify available actions)
Basic Group Basic Group privileges (cannot modify available actions)

Office Manager Office Manager privileges

Tax Preparer Tax Preparer privileges

@ e T

3. Select the group to be modified.

4. Click Modify.

Medify Group =]
Group Name Tax Preparer Description  Tax Preparer privileges
Available Actions Group Actions
Access Accounts Receivable Tab Marking Returns Complete
Access Billing Manager Print Returns
Access Communication Manager Create E-files
Access Preparer/ERO Manager [I| Delete E-files
Access Security Manager =
Access Tax Warehouse Tab
Receive Acknowledgments Add All > |
Transmit E-files
Unmarking Returns Complete < Remave |

=-- Rermove All |
@ Help ok | [ Cancel

To change the Group Name or Description:

1. Inthe Modify Group dialog box, edit the Group Name and/or Description as desired.
2. Click OK.

To add actions to a group:

1. Inthe Modify Group dialog, do one of the following:
« Select the desired action(s) in the Available Actions pane; then, click Add --> to move the selected action(s) to
the Group Actions pane.
« Click Add All --> to move all Available Actions to the Group Actions pane.
« Double-click desired actions in the Available Actions pane (one at a time) to move them to the Group Actions
pane.
2. Click OK when all desired actions for the new group appear in the Group Actions pane.
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To remove actions from a group:

1. Inthe Modify Group dialog box, do one of the following:

« Select the desired action(s) in the Group Actions pane; then, click <-- Remove to move the selected action(s)
to the Available Actions pane.

« Click <-- Remove All to move all Group Actions to the Available Actions pane.

« Double-click the desired action(s) in the Group Actions pane (one at a time) to move them to the Available
Actions pane.

2. Click OK when all actions to be removed from the group appear in the Available Actions pane.

%, Remaining Group Actions will still be available to the group.

Deleting Security Groups

%

A Only the Admin user or users with Security Manager rights may access Security Manager.

| —

To delete a security group:

1. Click the Tools menu; then, select Security Manager.
2. Click the Groups tab.

Security Manager =]
[Users | Groups |
Group Name Description
Administrator Administrators have unrestricted access (cannot modify available actions)
Basic Group Basic Group privileges (cannot modify available actions)

Office Manager  Office Manager privileges

Tax Preparer Tax Preparer privileges

01 .

3. Select the group to be deleted.
4. Click Delete.

Delete Group ]

Are you sure you want to delete group Office Manager?

Yes ] [ Mo

5. Click Yes to confirm.
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1“1 If any users are assigned to a group, that group cannot be deleted.

| —

Restricted Access Message

The Restricted Access message appears when users attempt to perform a system activity (or action) and they have not
been granted rights to that particular function:

Restricted Access &

This feature has been restricted, contact your administrator if you
need access to this feature

The Admin user can log in and resolve this issue personally. Alternatively, the Admin user can enable the user to access the
restricted feature(s) by doing one of the following:

« Remove the existing group to which the user is assigned and assign a group that can access the desired feature(s).
See Modifying a User's Security Profile.

« Create a new group containing the desired action(s); remove the existing group from the user's profile, and assign
the new group. See Creating a New Security Group.

« Modify the security group to which the user is already assigned (add a new action). See Modifying Security
Groups.

"% The Administrator and Basic groups cannot be modified.

‘\1 Close ATX and restart for these changes to take effect.

—
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Billing Manager

The Billing Manager allows you to set up rates for specific tax forms and schedules, as well as hourly billing rates for
preparers and other individuals in your firm. The rates you enter in the Billing Manager are automatically entered on the billing
invoice, which you can attach to a return like any other form.

%  Changes you make to Billing Rate information are only applied to returns created after the changes are made.

To open the Billing Manager:

From Return Manager, click the Tools menu; then, select Billing Manager.

Billing Manager =]
Hourly Rates | Form Rates
20f2 MName Rate
Sam Sample 75.00
E L James Example 50.00
Clear Filters |
@ Help Add MNew | [ Delete | [ Import | [ Export | [ Close

Form and Schedule Rates

Standard rates for tax forms and schedules are set on the Form Rates tab of the Billing Manager.
To access the Form Rates tab:

1. Click the Tools menu; then, select Billing Manager.
2. Click the Form Rates tab.
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Billing Manager =]
Hourly Rates | Form Rates
1,206 of 1,206 Form Mame Description Rate
1040 Individual Income Tax Return 15.00
- ==l
Ll (ol 10404 Individual Income Tax Return - Shert Form 15.00
1040-C Departing Alien Income Tax Return 15.00
[ Rate: (Ctrl+R) 1040EZ Income Tax Return for Single and Joint Filers 15.00
1040MR Meonresident Alien Income Tax Return 15.00
] Federal 1040MR-EZ Monresident Alien Income Tax Return - Easy for 15.00
; State All 1041 Income Tax Return for Estates and Trusts 15.00
| Local
1041-QFT Inceme Tax Return for Qualified Funeral Trusts 15.00
; Individual 1065 Return of Partnership Income 15.00
|| Corporation
[] 5 Corporation 10658 Return of Income for Electing Large Partnership 15.00
£l Partnership 1066 REMIC Income Tax Return 15.00
| Fiduciary
" | Exempt Org 1120 Cerporation Income Tax Return 15.00
IC| Sales & Use
[ ] Payroll 1120-C Income Tax Return for Cooperative Association 15.00
= E:tr;::t 1120-F Income Tax Return of Foreign Corpoeration 15.00
; Gift 1120-F5C Income Tax Return of Foreign Sales Corporatior 15.00
|| Applications
[ | Spanish 1120-H Income Tax Return for Homeowners Associatio 15.00
[l Custam Sheets 1120-IC-DISC Interest Charge Domestic Sales Corporation 15.00
Clear Filters 1120-L Life Insurance Company Income Tax Return 15.00
112001 o rheand Carua T39S M s Ta 1500
@ He'E Change Rates] [ Import ] [ Export ] [ Close

The Form Rates tab includes filtering features, as well as Import/Export functionality:

Filters and Buttons

Find

Rate

Federal, State, Local

Form Type
Clear Filters
Help link
Change Rates
Import

Export

Close

Description

Type the name or number of the form for which you're looking. This is the general search

function.

Type the rate (dollar amount) for which you're looking.

Filter the form list by jurisdiction.

Filter the form list by type, such as Corporate, Individual, or Partnership.

Clears all filters and displays all forms in the list.

Displays the Program Help topic related to the Billing Manager.

Enter a new, common rate for all the filtered forms.

Browse for the folder in which a .csv file of form rates is located.

Browse for the folder into which you'd like to save a .csv file of form rates.

Closes the Billing Manager.
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Setting Up Form and Schedule Rates

If you do not roll your billing rates over from last year, the first time you access the Billing Manager, the program will open
with the Change Form Rates dialog box on top of the Form Rates tab of the Billing Manager. This gives you an opportunity
to set initial standard rates for forms.

To set a common basic rate for all forms or schedules:

1. Click the Tools menu; then, select Billing Manager.

Billing Manager =
Hourly Rates | Form Rates
1,269 of 1,269 Form Name Description Rate
1040 Individual Income Tax Return 000 |-
) =
£ Find: (Ctrl+F) 10408 Individual Income Tax Return - Short Form 0.0
1040-C Departing Alien Income Tax Return 0.00
[] Rate: (Ctrl+R) 1040EZ Income Tax Return for Single and Joint Filers 0.00
1040MR Menresident Alien Income Tax Return 0.00
[ Federal 1040MR-EZ Menresident Alien Income Tax Return - Easy for 0.00
[C] state Change Rates rusts 0.00
[ Local E' 9 B
Enter the new rate for all filtered forms: eral Trusts 0.00
] Individual 0.00 0.00
|| Corporation -
; S Corporation Partnershig 0.00
|| Partnership 000
[C] Fiduciary Change Rates | [ Cancel '
[C] Exernpt Org 0.00
[C] Sales & Use
] Payrall 1120-C Income Tax Return for Cooperative Association 0.00
=J ERED 1120-F Income Tax Return of Foreign Corporation 0.00
| Estate
I Gift 1120-F5C Income Tax Return of Foreign Sales Corporatior 0.00
|| Applications
[] Spanish 1120-H Income Tax Return for Homeowners Associatio 0.00
[0 Custom Sheets 1120-1C-DISC Interest Charge Domestic Sales Corporation 0.00
[ Clear Filters | 1120-L Life Insurance Company Income Tax Return 0.00
112001 Drmmarh: aned Carualhs Tncurance Camnam: Tav nnn
® Help Change Rates| [ Import | [ Export | [ Close

2 If you have selected any Billing Manager filters, the rate you enter will only apply to the forms that appear as a
result of the filter selections.

2. Inthe Change Form Rates dialog box, enter a rate for all forms and schedules in the filtered list.

3. Inthe Change Form Rates dialog box, click Change Rates. The new rates will appear in the list in the Form
Rates tab of the Billing Manager.

4. Click Close.

214



Chapter 7: ATX Managers

Setting Up Hourly Rates

Hourly rates for preparers and other individuals in your organization are set up in the Billing Manager.
To set up standard hourly rates for one or more people in your organization:

1. Click the Tools menu; then, select Billing Manager.

Billing Manager [E]

Hourly Rates | Form Rates

[ Find: (Ctrl+F) Mame Rate

Clear Filters |

@ Help Add New | Import | Close |

2. Click Add New.
A new row appears in the table. The Name field is highlighted.

Mame Rate

(1Y ] .D%

In the Name field, enter the name of the preparer or individual in the organization.
In the Rate field, enter the hourly rate for the preparer or other individual.

Repeat steps 2 through 4 for any additional billable individuals.

Click Close.

2 L
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Hourly Rates tab

The Hourly Rates tab includes the following functionality:

Function Description
Find Allows you to search for a preparer, individual, or rate.
Clear Filters Clears the Find filter and displays all names in the list.
Help Opens Program Help.
Add New Click to add a new preparer or individual with an hourly rate.
Delete Deletes the highlighted row/entry.
Import Browse for the folder in which a .csv file of hourly rates is located.
Export Browse for the folder into which you'd like to save a .csv file of hourly rates.
Close Closes the Billing Manager.

Changing Form Rates

: Form Rates can be changed at any time. However, the changes you make will only affect returns created after the
changes are made.

To change a specific form rate:

1. Click the Tools menu; then, select Billing Manager.
2. Click the Form Rates tab.

Billing Manager =]
Hourly Rates | Form Rates
1,206 of 1,206 Form Mame Description Rate
1040 Individual Income Tax Return 1500 -
. =
00 Find: (Ctr+) 10404 Individual Income Tax Retum - Short Form 1500
1040-C Departing Alien Income Tax Return 15.00
[T Rate: (Ctrl+R) 1040EZ Income Tax Return for Single and Joint Filers 15.00
1040MR Nonresident Alien Income Tax Return 15.00
[ Federal 1040MR-EZ MNonresident Alien Income Tax Return - Easy for 15.00
[C] state Al * 1041 Income Tax Return for Estates and Trusts 15.00
[ Local
1041-QFT Income Tax Return for Qualified Funeral Trusts 15.00
[Cl Individual 1065 Return of Partnership Income 15.00
[7] Corporation
[C] 5 Corperation 10858 Return of Income for Electing Large Partnership 15.00
- ncome Tax Return .
E ;;ﬂ:i;"p 1066 REMIC Income Tax R 1500
[C] Exempt Org 1120 Corporation Income Tax Return 15.00
[ Sales & Use
[C] Payrall 1120-C Income Tax Return for Cooperative Association 15.00
E Eft';f:t 1120-F Income Tax Return of Foreign Corperation 15.00
[l Gift 1120-F5C Income Tax Return of Foreign Sales Corporatior 15.00
[[] Applications
] Spanish 1120-H Income Tax Return for Homeowners Associatio 15.00
] Custom Sheets 1120-IC-DISC Interest Charge Domestic Sales Corporation 15.00
Clear Filters 1120-L Life Insurance Company Income Tax Return 15.00
112000 Dronarhe and Cacia t Incurance Cormnane Tax 1500
(] Help. Change Rates] [ Import ] [ Export ] l Close
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3. Inthe Rate column enter the desired rate for each form.
4. Click Close to save your changes and exit.

If you have already opened the Billing Invoice in a return, changing the standard rates will not change the rates for that
return. You must either discard the billing invoice and open a new one, or change the rates specifically for that invoice.

—

Changing Rates in an Open Return

Changing the billing rates for the open return will affect that return only and will not change other standard rates.

To change form and schedule rates for an open return:

1. From the open return, click the Tools menu; then, select Billing Manager.

Billing Manager (=]

For This Return | Hourly Rates | Form Rates

10 of 10 Form Mame Description Rate

1040 Individual Income Tax Return 0.00

(] Find: (Ctri+F) 1040 EdExp (1098-T)  Education Expenses Worksheet (L098-T Wist) 0.00

Sch B (1040,/10404) Interest and Ordinary Dividends 0.00

109901V (Worksheet)  1099-DIV Dividends and Distribution Worksheet 000

1099INT (Worksheet])  1093-INT Interest Worksheet for Input 0.00

8863 Education Credits 0.00

Bank Account Info Bank Account Information 0.00

1040 EF Info Electronic Filing Information 0.00

W2 (10407 W-2 Wage Worksheet for 1040 0.00

Billing Inveice Tax Return Preparation Fee 0.00

2. Inthe Rate column, enter the new rate for the form.
3. Click Close to save your changes.

To change hourly rates associated with the open return:
1. From the open return, click the Tools menu; then, select Billing Manager.

The For This Return tab of the Billing Manager appears.

2. Select the Hourly Rates tab.
The Hourly Rates tab of the Billing Manager appears.

3. Inthe Rate column, enter the new hourly rate.
4. Click Close to save your changes.
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Exporting Billing Rates

You can use the Billing Manager to export your form and/or hourly billing rates to .csv files. Using Microsoft Excel, you can
modify the .csv file, if desired, and then import it back to your primary computer or to another computer. See Saving an .xls
as .csv.

To export standard form rates:

1. Click the Tools menu; then, select Billing Manager.
2. Click the Form Rates tab.

Billing Manager =]
Hourly Rates | Form Rates
1,206 of 1,206 Form MName Descripticn Rate
1040 Individual Income Tax Return 1500 =«
[ Find: (Ctrl+F) . =
10404 Individual Income Tax Return - Short Form 15,00
1040-C Departing Alien Income Tax Return 15.00
[ Rate: (Ctrl+R) 1040EZ Income Tax Return for Single and Joint Filers 15.00
1040MR Monresident Alien Income Tax Return 15,00
= 1040MR-EZ Menresident Alien Income Tax Return - Easy for 15.00
I__| Federal
4] State Al v | 1041 Inceme Tax Return for Estates and Trusts 15.00
|| Local
1041-QFT Income Tax Return for Qualified Funeral Trusts 15.00
; Individual 1065 Return of Partnership Income 15.00
|| Corporation
; S Corporation 10658 Return of Income for Electing Large Partnershig 15.00
L Partnership 1066 REMIC Income Tax Return 15.00
I__| Fiduciary
I”| Exempt Org 1120 Corporation Income Tax Return 15.00
|| Sales & Use
] Payroll 1120-C Income Tax Return for Cooperative Association 15.00
L] Benefit 1120-F Income Tax Return of Foreign Corporation 15.00
| Estate
I Gift 1120-F5C Income Tax Return of Foreign Sales Corporatior 15.00
|| Applications
[| Spanish 1120-H Income Tax Return for Homeowners Associatio 15.00
MGl=tomiheet: 1120-IC-DISC Interest Charge Domestic Sales Corporation 15.00
Clear Filters | 1120-L Life Insurance Company Income Tax Return 15.00
112001 Dronarhs and Cacnalhe Inrurance Coamaam: Tax 1500
® Help Change Rates| [ Import | [ Export | [ Close

3. Click Export.

A Browse For Folder dialog box appears.

4. Navigate to the location where the file is to be saved.
5. Click OK.
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To export standard hourly rates:

1. Click the Tools menu; then, select Billing Manager.

Billing Manager =]
Hourly Rates | Form Rates
20f2 MName Rate
Sam Sample 75.00
e Sian James Example 50,00
Clear Filters
@ Help Add New | [ Delete | [ Import | [ Export | [ Close

2. Click Export.

The Browse for Folder dialog box appears.

3. Navigate to the location where the file is to be saved.
4. Click OK.

Modifying Billing Rates in a .csv File

If you need to change your billing rates, you may find it easier to do this in a Microsoft Excel format than to make the
changes in the system.

To modify billing rates in a .csv file, you must:

1. Export the .csv file to a directory on your system. See Exporting Billing Rates.
2. Modify the .csv file (see instructions in this topic).
3. Import the .csv file back into the ATX product. See Importing Billing Rates.

To modify the billing rates in the .csv file:

Both the forms rates and hourly billing rates are exported in a .csv file format. The .csv file can be opened and edited with
Microsoft Excel.

1. Right-click the .csv file (FormBillingRates.csv or HourlyBillingRates.csv).
2. Click Open with and click Microsoft Excel to open the file.
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3. Make your changes in Excel.

4. Save thefile.

Importing Billing Rates

E Only .csv files may be imported.

Importing Form Rates

To import standard form billing rates:

220

1. Click the Tools menu; then, select Billing Manager.

2. Click the Form Rates tab.

Billing Manager

Hourly Rates | Form Rates

1,206 of 1,206 Form Mame Description Rate
1040 Individual Income Tax Return 1500 -
. =
e ot 10404 Individual Income Tax Return - Short Form 15.00
1040-C Departing Alien Income Tax Return 15.00
[ Rate: (Ctrl+R) 1040EZ Income Tax Return for Single and Joint Filers 15.00
1040MR Menresident Alien Income Tax Return 15.00
] Federal 1040MR-EZ Menresident Alien Income Tax Return - Easy for 15.00
; State Al v | 1041 Income Tax Return for Estates and Trusts 15.00
I Local
1041-QFT Income Tax Return for Qualified Funeral Trusts 15.00
[ Individual 1065 Return of Partnership Income 15.00
|| Corporation
; 5 Corporation 10658 Return of Income for Electing Large Partnership 15.00
LT i 1066 REMIC Income Tax Return 1500
| Fiduciary
" | Exempt Org 1120 Corporation Income Tax Return 15.00
IC| Sales & Use
[] Payrall 1120-C Income Tax Return for Cooperative Association 15.00
= E:tr::t 1120-F Income Tax Return of Foreign Corpoeration 15.00
; Gift 1120-FSC Income Tax Return of Foreign Sales Corporatior 15.00
|| Applications
[ | Spanish 1120-H Income Tax Return for Homeowners Asscciatio 15.00
Bl Custom Sheets 1120-1C-DI5C Interest Charge Domestic Sales Corporation 15.00
Clear Filters | 1120-L Life Insurance Company Income Tax Return 15.00
112001 Drnnarh: and Cacnalhe Inrorance Coamnam: Tax 1500
@ Help Change Rates| [ Import | [ Export | [ Close

3. Click Import.

A Browse for Folder dialog box appears.

4. Navigate to and select the file forimport.

5. Click OK.




Chapter 7: ATX Managers

Form Billing Rates Import =]

?__,-' Are you sure you want to replace the current Form Billing Rates?

Yes ] [ Mo

6. Click Yes to confirm.

Form Billing Rates Updated =]

Your Form Billing Rates have been successfully updated.

7. Click OK.

Importing Hourly Rates
To import standard hourly billing rates:

1. Click the Tools menu; then, select Billing Manager.

Billing Manager =]

Hourly Rates | Form Rates

[ Find: (Ctrl+F) Mame Rate

Clear Filters |

@ Help Add New | Import | Close |

2. Click Import.

A Browse for Folder dialog box appears.

3. Navigate to and select the file forimport.
4. Click OK.
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Hourly Rates Import =]

II“;/E”J Are you sure you want to replace the current Hourly Rates?

Wes I [ Mo

5. Click Yes to confirm.

Hourly Rates Updated =

@ Your Hourly Rates have been successfully updated.

6. Click OK.
Adding a Billing Invoice to a Return

After you add an invoice to a return, you can modify the rates for that return, bill flat fees, and modify the invoice in other
ways.

%, When sending an invoice to CCH iFirm, ATX prompts you to add the Billing Invoice to the return. See Send CCH iFirm
~ Invoice.

To add the billing invoice to a return:

1. Open the retum.
2. Click the Forms menu; then, select Billing Invoice.

The Billing Invoice includes the following pages:

Billing Pages Description
Options Allows you to select a variety of billing options for the particular return.

Displays a statement of charges for the return. These charges are pulled from the Forms

Invoice Rates and Hourly Rates tabs of Billing Manager.
Hourly Billing Rates Provides a breakdown of all the hourly billing rates associated with the return.

Use this worksheet to customize the Statement or Invoice. Type in any worksheets you
By Worksheet want to include as part of the invoice. Select the check box beside the Description to include
that item in the invoice.

Forms Statements Lists the forms and schedules prepared for the particular return.

Lists all forms in the return. Check the box for each form you want to include on the Forms

Excluded Forms .
Statement or Invoice.
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% _If you have already opened the billing invoice in a return, changing the standard rates will not change the rates for that
~ return. You must either discard the billing invoice and open a new one, or change the rates specifically for that invoice.

Completing the Billing Invoice

The Billing Invoice is a form that can be added to any return. After adding it to the return, you can modify it or customize it.
See Adding a Billing Invoice to a Return.

When you add the Billing Invoice to the return, the Billing Options page is the first to appear.

Billing Options Page

Preparer Information

To print your firm's information on the invoice, select the Print on Invoice check box. To change information, type over the
existing text.

"% Changes you make apply only to this invoice.

Client Information

Your client's name and address are identical to the corresponding fields on the retumn. To change the invoice name or
address, type over the text.

Billing Methods

You can combine all charges into one line item or create a detailed billing statement. To combine the charges and create a
summary billing, select the Combine all charges above check box.

To change billing descriptions on the invoice, type over the text in the Description fields.

Invoice Page

Invoice Date

The Invoice Date reflects your computer's current system date, but the Date field may be overridden to reflect any date you
choose.

Billing a Flat Fee

To bill a flat fee for a specific return:

1. Open the return.
2. Click the Forms menu; then, select Billing Invoice.

The Billing Invoice is added to the return.

3. Select the Options tab at the bottom of the Billing Invoice.
4. Scroll down to the Check the box(es) for the appropriate billing method(s) section.
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1040
1040 EFInfo |  Check the box(es) for the appropriate b?lling method(s):
o | Description Amount
W2 Flat fee bill Tax rel fion f
Bi”iﬂg [ D 3t tee Diling ax reium preparation iee l
[ Hourly rate biling Hourly billing fee 0.00
[ ] By FormiSchedule Total Charges for Forms and Schedules n.00
[ ] By worksheet Total Charges for Worksheets and Statements 0.00
D Combine all charges above  Tax returmn preparation fee Total: 0.00
m »
Pages & Worksheets | 4 | Options | Invoice I Hourly Billing Rates | By Worksheet | Forms Statement I[Tl Zoom D 100%

5. Select the Flat fee billing check box.
6. Inthe Amount field, enter the appropriate fee.

Client Communication Manager

The Client Communication Manager enables you to create and customize client letters for your clients. Templates are
available that can be edited to suit your needs. Templates may be modified and saved for future use. A blank template is
available to give you complete flexibility in the creation of custom client letters. Graphics and digitized signatures may also be
added to your client letters to give them a personal touch.

ATX also offers Standard Client Letters. The Client Communication Manager may be used to add graphics and/or edit
content for these as well.

To open the Client Communication Manager, do one of the following:

« From an open return, click the Forms menu; then, select Client Letter.

Client Communication Manager =]
Templates Tools View Support

Y = == & [ Preview Mode
HE [ W€ B =
Open Save SaveAs Close Template Attach Restore Select All =5 1=
Templates < > Variables
[T Current Group: Client Letters peceia) -
Templates Available: [ 6 ] Federal - Taxpayer's name i
W |etters = |Feder’a\ - Taxpayer's street 3
¥ Client Letters Federal - Taxpayer's city
Federal Client Letter B Federal - Taxpayer's state
Federal Estimate Letter Federal - Taxpayer's zip code
Federal Privacy Notice Federal - Taxpayer's identification nun

Federal Cover Sheet Federal - Taxpayer's filing status
Federal Est Voucher Federal - Preparer's office/name
Federal Return Mailing Slip _ Federal - Preparer's name

- < _m »

m b

@ Help IntelliConnect Client Letter Toolkit Close |

« From Return Manager, click the Tools menu; then, select Client Communication Manager.

224



Chapter 7: ATX Managers

Client Communication Manager
Templates Tools View Support

Open Save SaveAs CloseTemplate  Attach

Preview Mode
Edit Mode

Templates <

L) Current Group: Templates
Templates Available:

¥ Letters
¥ Templates

Engagement Letter
Individual Tax Due

Individual Refund

Cover Sheet

Mailing Slip

Organizer Letter

Organizer Engagement Letter

m

@ Help IntelliConnect Client Letter Toolkit

Close

Client Communication Manager Menus

The following menus are available when you open the Client Communication Manager:

Menu/Menu ltem
Templates - Open

Templates - Save
Templates - Save As

Templates - Rename

Templates - Delete

Templates - Close Template

Templates - Import

Templates - Export
Templates - Exit

Tools - Insert Page Break

Tools - Insert Image

Tools - Insert Table

Description
Opens the selected (highlighted) template or letter.
Saves the selected (highlighted) template or letter.

Opens the Save As dialog box, allowing you to save the
selected (highlighted) template or letter as a different name.

Allows you to rename custom letters to a different name.

If no template is open in the Editor pane, deletes the selected
(highlighted) template or letter in the Templates pane. If a
template is open, deletes the open template.

Closes the open template that is currently selected.

Allows you to import a letter in rich text format (.rtf extension)
into the Client Letter Editor.

Allows you to export a letter in a rich text format (.rtf extension).
Closes the Editor pane.
Inserts a page break in the active template.

Allows you to insert an image into a letter (.bmp, .jpg, .gif, or
.png format).

Opens the Insert Table dialog box, allowing you to specify the
number of rows and columns in the table, as well as border color
and border thickness.

Shortcut
Ctrl+O

Ctrl+S

Ctrl+Shift+S

F2

Ctrl+Return
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Menu/Menu ltem

Tools - Attach Letter to Return

Tools - Restore

View - Edit Mode

View - Preview Mode

Support - Education Library

Support - Help

Description

Enabled only when in an open return. Allows you to attach the
letter to the open return. Letter appears as a separate tab (like a
form) in the return.

Restores selected template to default. This will erase any
modifications made to the template and bring it back to its
default state.

Displays the Templates and Variables panes, and shows all
the variables in the template or letter.

Closes the Templates and Variables panes, and displays the
letter without any formatting markers, as it would appearin
finished form. Data from the corresponding return is placed
where variables were in the template.

Opens the Education Library Help topics.

Opens Program Help in your Internet browser to the Client
Communication Manager topic.

Client Communication Toolbar

Shortcut

Fi

The Client Communication Manager toolbar contains many components of your average text editing program.

== = | = EEEE T I g8 | Find/Replace

@ s@s ClnrsE%p\ate Ah Rge o SEAH A ElE 2IC 8 % [ spelicheck

| Template | Text | | Format | | Edit | |Insert| ;

Template Tools
Tool Description
% When a template/letter is selected in the Templates pane, this opens the item in the Editor pane.
s:" Saves the template/letter that is currently open in the Editor pane.
= Only available when using the Blank template. When working with the Blank template to create a
. Yy g g
Save Al custom letter, you must use the Save As feature in order to leave the template itself blank.
D Closes the template/letter that is open in the Editor pane.
Clese Template

m@h Attaches the open letter or template to the open return.
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Tool Description
@ Restores the selected letter or template to its default state.
Text Tools
Tool Description
w:n.u Use the Select All button to select all text/variables in the open letter or template for editing.

Select the desired font from the drop-down list.
Select the desired font size from the drop-down list.
Click to bold selected text.

Click to italicize selected text.

Click to underline selected text.

Click to select tex color for selected text.

_E,
— |&
mHHEEI
1

Click to select text highlight color for selected text.

I

Formatting Tools

Tool Description

Click to Left Align selected text orimages.
Click to Center selected text or images.
Click to Right Align selected text or images.
Click to Justify selected text orimages.

Click to start a Bulleted List.

] |7 O T 1

Click to start a Numbered List.

Editing Tools
Tool Description Shortcut
|:| Click to Copy the selected text orimage. Ctrl+C
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Tool

]

Description

Click to Cut the selected text orimage.

Click to Paste from clipboard.

= Click to Undo the last action.
= Click to Redo the last undone action.
Insert Tools
Tool Description

Click to Insert a Picture or Graphic into the ope
types are .png, .jpg, .gif, and .bmp.

E

border color, and border thickness.

Find and Replace/Spell Check Tools

Tool

Edit Mode vs Preview Mode

Description

Click to Spell Check the current template.

Shortcut

Ctrl+X

Ctrl+V

n template at the cursor location. Supported file

Displays Insert Table dialog box, which allows you to choose the number of rows, columns,

Provides standard Find and Replace functionality for all open templates.

This topic explains the two Client Letter views that are available in the Client Communication Manager.

From an open return, click the Forms menu; then, select Client Letter.

Client Communication Manager
Templates Tools View Support

Open Swe CloseTemplste  Attoch  Restore _ Select Al (Blru)  [af] @ [E]

Preview Made
@) Edit Mode

@ =

Templates <) | Engagement Letter - Global Template X |

L) Current Group: Templates

Templates Available: [ 7 ]
2 |Federal - Preparers namel
Federal - Preparers streef]
Federal - Preparer's city. state. zip!

¥ Letters
¥ Templates

Engagement Letter Federal - Today's datel
Individual Tax Due
Individual Refund

Cover Sheet

Federal - Taxpavers name]
Federal - Taxpayer's street
[Federal - Taxpaver's cityl, [Federal - Taxp

m

)

avers statel [Federal - Taxpaver's zip code]

Mailing Slip
Organizer Letter

Dear [Federal - Taxpayers namel,

Thank vou far choasina our firm to nrena

re vour income tax returns for tax vear IFadaral - Yaar E

Organizer Engagement Letter

@ Help IntelliConnect Client Letter Toolkit

Close

Upon opening the desired letter or template, the Client Letter has two views:
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« Edit Mode, (pictured above) which is the default mode, shows you all the variables and makeup of the template.

» Preview Mode, (pictured below) which is visible when you select the Preview Mode radio button on the toolbar,

allows you to preview the letter as it would appear in final form. So, instead of seeing the variables in the letter, you
will see the actual data from the return plugged into the letter.

2 If you are unable to see the Edit Mode and Preview Mode radio buttons on the toolbar, either increase the

size of the Client Communication Manager window by clicking and dragging an edge or comer or click the
[E] button on the toolbar.

Client Communication Manager =]
Templates Tools View Support
=] Q *—J @ Asial 10 === © Preview Mode
g W ] [ —— . _) Edit Mode
Open  Save CleseTemplate  Attach Restore Select All === —t= == = '
?! | Federal Client Letter - Global Template X | s
i g
& = &
=4
£ 4 7
= Jane Sample 1
December 9, 2016
Samuel J and Karen W Ambrose
876 Creekdale Avenue
Clarkston, GA 30021
Dear Samuel and Karen, b
@ Help IntelliConnect Client Letter Toolkit Close |

E The Client Communication Manager must be opened from an open return in order to access Preview Mode. If the

Client Communication Manager is opened from the Return Manager, Preview Mode will be unavailable as will the
Variables pane.

Client Letter Templates

A template is a pre-defined letter that you can use over and over again to create individual letters for your clients. Templates

contain variable markers that grab information from the return and place it into the letter, resulting in a customized letter for
your client.

Master Templates
The following master templates have been included to cover basic e-file and paper filing tax scenarios:

Master Template Description

Engagement Letter Spells out the business agreement between your firm and your client.

Individual Tax Due For.clients who have a tax balance due that will be paid to the taxing agency via direct debit or
mail.

Individual Refund For clients who expect a tax refund via direct deposit or mail.

Cover Sheet Can be used for collating or filing purposes.

Mailing Slip Can be used in mailing copies to your client.
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Master Template Description

Organizer Letter Standard letter to be included with Organizer.
Blank Fully customizable blank template.
You can:

« Modify the Master Template to meet your business needs.
» Generate individual client letters from the template.
« Create new, customized templates for your business.

Template Parameters
« The program stores up to 20 templates in the Client Communication Manager (including the Master Templates).
« Template Names must be no more than 30 alpha-numeric characters (special characters are not permitted).

Client Communication Manager =)
Templates Tools View Support

v = = | s Preview Mode

N @ Eéﬂ @ = = Edit Mode

Open Save SaveAs Close Templste  Attach  Restore  Selectan =12

Templates < > Variables

L) current Group: Client Letters Federal =

Templates Available: [6 | Fedleral - Taxpayer's name
¥ |etters < |Federa\ - Taxpayer's street 3
¥ Client Letters Federal - Taxpayer's city
Federal Client Letter = Federal - Taxpayer's state
Federal Estimate Letter Federal - Taxpayer's zip code
Federal Privacy Notice Federal - Taxpayer's identification nun

Federal Cover Sheet Federal - Taxpayer's filing status

Federal Est Voucher

Federal - Preparer's office/name
Federal Return Mailing Slip _

Federal - Preparer's name
m )

,
@ Help IntelliConnect Client Letter Toolkit Close |

Double-click any template to open it for viewing or editing.

Customizing a Master Template

Standard text editing and formatting tools are available on the Client Communication Toolbar. When the template is open in
the Editor pane, you can work in the letter as you would in other text editors or word processing applications (such as
Microsoft WordPad).

%, Customizations made to master templates will rollover from one year to the next.

To customize a master template:

1. From an open return, click the Forms menu; then, select Client Letter.

%

. The Client Communication Manager must be accessed from an open return in order to view Preview Mode
~= orVariables. If the Client Communication Manager is opened from the Return Manager, Preview Mode
and Variables will be unavailable. If you are unable to see the Edit Mode and Preview Mode radio buttons on
the toolbar, either increase the size of the Client Communication Manager window by clicking and dragging
an edge or corner, or click the [E] button on the toolbar. See Edit Mode vs Preview Mode.

2. Inthe Templates pane, double-click the master template you want to use. (Master templates included are
Engagement Letter, Individual Tax Due, Individual Refund, Cover Sheet, Mailing Slip, Organizer Letter,
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and Blank.)

Client Cemmunication Manager =]
Templates Tools View Support

= Ei L; ((:9 [aiet -]z ~] ~ B 3 Preview Made
g - o) wr,  © Edit Mode
Open Save Close Template  Attach  Restore  Selectall =20 A% S
Templates <) | Engagement Letter - Global Template X |
L) current Group: Templates
Templates Available: .
|Federal - Preparers name

ederal - Preparer's sireet]

¥ Letters

¥ Templates

Engagement Letter
Individual Tax Due
Individual Refund

Cover Sheet [Feds

ederal - Taxpayers name]
ederal - Taxpayers streef]
ral - Taxpayer's cityl, [Federal - Taxpaver's state] [Federal - Taxpaver's zip codel

m

Dear [Federal - Taxpayer's name]

Thank vou for chansina aur firm o prenare yvour incame tax retums for tax vear IFederal - Year =
m 5

@ Help IntelliConnect Client Letter Toolkit Close |

3. Make the changes you want to make in the Editor pane.

41

. Edits made this way will be saved globally. This means that the edited template, when added to any future
— returns, will contain the changes that were saved. Thus, it is strongly recommended to only make generic
edits that are not specific to any particular taxpayer. See Modifying Standard Letters for specific
instructions on editing letters locally (per return).

4. Click Save.

41

\ To create a custom template from the Blank template, you must use the Save As button and name it as
== desired. If you need to rename that template, select it, click the Templates menu, then click Rename. Enter
the new name and click OK.

5. To attach the newly modified letter/template to the open return, click the Attach button on the toolbar.
6. Close the Client Communication Manager when finished.

If at any time you would like to restore any Master Template to its default state:

1. Open the desired template.
2. Do one of the following:
« Click the Restore button on the toolbar.
« Click the Tools menu; then, select Restore.
« Right-click the desired template; then, select Restore.

Using Variables in the Client Letter

L

\ Variables are only available if the Client Communication Manager is opened from an open return. If opened from
== Return Manager, the Variables pane will not be seen.

What is a variable?

A variable is a placeholder in a template or document. The variable shows the system what type of data should be

specifically inserted into the final document. As the name suggests, the data that is plugged in varies, based on the data
entered in the tax return.
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For example, where the [Federal - Taxpayer's Name] variable is used, the Federal Letter will be populated with the
Taxpayer's Name as entered into the return on Form 1040, Page 1.

Variables in the Editor and in the Variables Pane

A list of variables is available to the right of the Editor pane. Many of these variables appear in the Master Templates that are
provided. If the Master Templates do not meet your needs, you can create your own template using these variables as well as
adding and/or removing text as desired. Adding Variables to a Letter or Template is easy with their drag and drop
functionality.

When you open the template (in Edit Mode), the variable will be in brackets, in blue, as shown below:

Balance Due Master *

F ral - Prepar nam

Fedaral - Preparers office

Fedaral - Preparer's strast

E ral - P rers city, st 1
Phone: [Federal - Preparer's telephons
Fax: [Fedaral - Preparars fax

Fedatal - Prepared’s e-mail E
Federal - T 's dat

F ral - T r's Nam

Fedaral - Taxpayer's strest

[Eederal - Taxpayer's City] , [Faderal - Taxpayer's State] |
Federal - Taxpayer's Zipcode

Dear Sir or Madam :

Your [Federal - Federal form used] tax return has been
prepared for [Federal - Year of Retum], based on the
information you provided

A copy is enclosed for your records

The balance due for [Faderal - Taxpaver's Name] return is
[Federal - Amount due] .Please see form instructions for
information regarding your aptions to remit a payment

Types of Variables

In the Variables pane, you'll see that you can select the following variable types:

o Federal 1040
« State

Adding Variables to a Letter or Template

If you want to create a totally customized letter of your own, you would probably begin with the Blank Template. However,
you can add, move, or delete variables in the other Master Templates as well.

To add variables:

1. From an open return, click the Forms menu; then, select Client Letter.
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2. Inthe Templates pane, double-click the template you want to open. (In this example, we opened the Blank

Template.)

Client Communication Manager B
Templates Teols View Support
=] I:; L] /<:.'> Avial [z ~| === B B 8 Preview Mods
& 2 | ™ - = ar, '@ Edit Mode
Open SaveAs CloseTemplate  Attach  Restors  Selectan o LIY0 (AP G =2 %
Templates <) [ Blank X | > Variables
LT Current Group: Templates Federsl i
Templates Available: Federal - Taxpayer's name
T Federal - Taxpayer's street 3
Federal - Taxpayer's city
Federal - Taxpayer’s state
Federal - Taxpayer's zip code
Federal - Taxpayer's identification numbe
Federal - Taxpayer's filing status
Engagement Lette Federal - Preparer’s office/name
| Blank 2 Federal - Preparer's name -
« m » 4 n 1 m *

@ Help IntelliConnect Client Letter Toolkit

Close |

3. Drag and drop the desired variable(s) from the Variables pane into the editor.
4. Addtext, graphics, digitized signatures, and/or table(s) as desired.

Client Communication Manager
Templates  Tools View Support

LE L &

Open SaveAs CloseTemplate  Attach  Restore

s~
Select il BILZIL]  [AJEE

& Preview Mode
o, (@ Edit Mode

Templates <) | Blank X |

[y current Group: Templates

T lates Availabl :-7
Emrp Ef = [Federal - Taxpavers name]

n »

>

Variables

Federal

‘Federal

- Taxpayer's name

Federal
Federal
Federal
Federal
Federal
Federal

- Taxpayer's street

- Taxpayer's city

- Taxpayer's state

- Taxpayer's zip code

- Taxpayer's identification numbe
- Taxpayer's filing status

Federal -

Federal -

n

Preparer's office/name

Preparer's name
n »

@ Help IntelliConnect Client Letter Toolkit

Close |

5. When you've arranged the variables, text, graphics, etc. in the order you want them to appear in the letter, click

Save As to create a new letter or template.

The Save As instruction is specific to the Blank template. If you are adding/editing variables in another

=== template or letter, click Save.

Once created, the new template can be attached to returns as needed.

1. Open the desired template.
2. Do one of the following:
« Click the Restore button on the toolbar.
« Click the Tools menu; then, select Restore.

« Right-click the desired template; then, select Restore.

If at any time you would like to restore any Master Template to its default state:
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Adding Graphics

With the Client Communication Manager, you can add graphics such as company logos and/or digitized signatures to your
letters to personalize them for your business.

The ATX Client Communication Manager supports .bmp, .gif, .jpg, and .png file types.

Adding a Graphic
To add a graphic or logo to any letter:

1. Open the Client Communication Manager.
2. Inthe Templates pane, double-click the template or letter.

The letter appears in the Editor pane.

3. Place your cursor in the location where you want to add the graphic.
4. Do one of the following:

o Click the button on the toolbar.
« Click the Tools menu; then, select Insert Image.

The Open dialog box appears.

5. Browse to the location where the desired image is stored.
6. Select the image file, and click Open.

Client Communicaf tion Manager =)
Templates Tools View Support

Open Save CloseTemplate  Attch  Restors  Selectall (B/LLL AJTE

AE = & Preview Mode
B %

., (© Edit Mode

Templates <) | Ind_Refund logo X | > Variables
[T Current Group: Templates (il -
Templates Available: ‘ ‘ Federal - Taxpayer's name l
o Federal - Taxpayer's street ‘E|
Engagement Letter = =
Individual Tex Due | | Today's Federal - Taxpayer's city
Ind_Refund_logo Tax Federal - Taxpayer's state
Individual Refund Tip Federal - Taxpayer's zip code
Cover Sheet 3 3 Federal - Taxpayer's identification numbe
Mailing Slip Federal - Taxpayer's filing status
Organizer Letter —= Federal - Preparer's office/name
Organizer Engagement Letter = | | Federal - Preparer's name
< mn ] » bl ] »
(@ Help IntelliConnect Client Letter Toolkit Close |

7. Use the formatting tools in the toolbar to move or reposition the image.
8. Save the letter or template when editing is finished, then attach it to returns as needed.

Adding a Signature
To add a digitized signature to your client letter:

1. Scan your signature and save it in one of the following formats: .bmp, .jpg, .gif, or .png.

%, If the image needs to be cropped or resized to fit properly on the page, you can usually use a simple graphics
editor (such as Microsoft Paint) to modify the image.
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2. Open the Client Communication Manager.
3. From the Templates pane, double-click the client letter or template to which you wish to add the signature.

The letter opens in the Editor pane.

4. Inthe Editor pane, move your cursor to where you want the signature placed.
5. Do one of the following:

e Click the button on the toolbar.
« Click the Tools menu; then, select Insert Image.
6. Select the image file, and click Open.

Client Communica tion Manager =)
Templates Tools View Support

=] 0 = [arisl v (1] B @ Preview Mode
& 0 2 S = Edit Mode
B| I (U A BB -
Open  Save Close Template Attach Restore Select All = —
Templates <) | Individual Refund X | > Variables

LI Current Group: Templates Federal 1040

Templates Available: [ 6 |

(]

Thank you for this opportunity to serve you. Federal - Taxpayer's name

Federal - Taxpayer's street
Federal Return Mailing Slip pay

¥ Templates Sincerely, Federal - Taxpayer's city

Engagement Letter Federal - Taxpayer's state

Individual Tax Due é‘ ﬁ s Federal - Taxpayers zip code
Individual Refund * Federal - Taxpayer's identification numb

Cover Sheet Federal - Taxpayer's filing status

n

Mailing Slip Federal - Preparer's office/name
Organizer Letter | | Federal - Preparer's name
Blank . -

@ Help IntelliConnect Client Letter Toolkit Close |

7. Use the formatting tools in the toolbar to move or reposition the image.
8. Save the letter or template when editing is finished, then attach it to returns as needed.

‘\1 If the Client Communication Manager is accessed and edited from an open return, you will have the option
=== tosave Locally (affecting the open return in which the letter or template is being used only) or Globally
(affecting all future returns in which the template or letter is used).

If at any time you would like to restore any Master Template to its default state:

1. Open the desired template.
2. Do one of the following:
« Click the Restore button on the toolbar.
« Click the Tools menu; then, select Restore.
« Right-click the desired template; then, select Restore.

Deleting a Client Letter

Any custom letter whether imported or created from the Blank template can be deleted.
) Master Templates and Standard Client Letters cannot be deleted from the Client Communication Manager, but
=== once attached, any Client Letter can be deleted from a return. See Delete a Standard Letter from a Return.

To delete a client letter:

1. Open the Client Communication Manager.
2. Inthe Templates pane of the Client Communication Manager, highlight the letter to be deleted.
3. Click the Templates menu; then, select Delete.
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Delete =]

), Ex'l Are you sure you want to delete template Template A7

es I [ Mo

4. Click Yes to confirm.

%, You can also delete the open letter in the Editor pane.

Inserting a Table in a Client Letter

To insert a table in a client letter:

1. Fromthe Return Manager, click the Tools menu; then, select Client Communication Manager.

Client Communication Manager =]
Templates Tools View Support
I__.I I l [E |
‘ m m Q g] @ keon Preview Mode
' ] TS - - Edit Mode
Open Save SaveAs Close Template  Aftach  Restore _ SelectAll 5= == :
Templates <

L) current Group: Templates
Templates Available:

¥ Letters

¥ Templates

Engagement Letter

Individual Tax Due

Individual Refund

Cover Sheet

Mailing Slip

Organizer Letter i

m

Organizer Engagement Letter

@ Help IntelliConnect Client Letter Toolkit Close |

2. From the Templates pane, double-click the template in which to place a table.
3. Click the Tools menu; then, select Insert Table.

Inzert Table =
Mumber of rows: | 4 % Border color: [- Black "|
Mumber of columns : 2 Border thickness : [0-5 - |
[ QK | [ Cancel |

4. Set the desired number of rows and columns, as well as the table border color and thickness.
5. Click OK.
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J Blank Template X

You can enter text into the table as you would any standard table. Use the tab and arrow keys to move between cells in the
table. You can also use the formatting tools in the toolbar.

Attaching Custom Letters

Using the Client Communication Manager, you can create a letter and attach it to a return in Preview Mode or in Edit

Mode. See Edit Mode vs Preview Mode.

"% Youcanalsoadd Standard Client Letters to all returns upon creation via Client Communication Preferences set in
the Preferences dialog box.

To attach a letter to a return:

1. With the return open, click the Forms menu; then, select Client Letter.
2. From the Templates pane, double-click the desired Letter or Template.

3. Click the Attach button on the toolbar.

Client Communication Manager
Templates Toels View Support

LE L L €

Open Save CloseTemplate  Attach  Restore I\_‘SeIE:tA\

3 Preview Mode
@ Edit Mode

7
&
o =

L4

p (BLIJU A

Templates

<

| Engagement Letter - Global Template X |

[l Current Group: Templates
Templates Available:

]

[Federal - Preparers name]

¥ Letters
¥ Templates

Engagement Letter

Individual Tax Due

Individual Refund

Cover Sheet

Mailing Slip

Organizer Letter

Organizer Engagement Letter

m

Federal - Preparer's sireet]
Federal - Preparer's city. state. zip]

Federal - Today's date]
Federal - Taxpayers name]

Federal - Taxpaver's street]
[Federal - Taxpavers city], [Federal - Taxpavers state] [Federal - Taxpavers zip codel

Dear [Federal - Taxpavers namel,

Thank voul for chonsina aur firm tn nrenare vonr income tax retirns for tax vear IFederal - Year E
b

@ Help IntelliConnect Client Letter Toolkit

Close
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Attach to Return =]

Select the document(s) to attach to the return:

4 Lefters
4 Client Letters
Federal Letter
[] Federal Estimate Letter

Details

m

4 Templates
[C] Engagement Letter
[ Individual Tax Due

Attach | [ Cancel

4. Select which template(s) are to be attached.
5. Click Attach.

%, Client Letters appear as Form tabs in the return and can be viewed by clicking the tab just like other forms in

~ thereturn. When a client letter is displayed in an open return, the default view is Preview. To edit the letter
while attached to the return, either select the Letter Options radio button or click Edit Formatting. See
Modifying Standard Letters.

%

,  Client Letters cannot be edited in a return that has been marked complete. To edit the client letter after it has been
=== attached to the retum, first ensure the return is not marked complete.

Importing Client Letters

You can import .rtf (Rich Text Format) files into the Client Communication Manager. If you've created a letter in a word
processing application (such as Microsoft® Word, WordPad, or Notepad) you can pull it into the editor to be used as a
client letter template. Save the file as .rtf by using the Save As feature and selecting Rich Text Format (*.RFT) in the Save
As Type drop-down list (in the Save dialog box).

%, See Program Help for your word processing application for more information on the Save As feature and the Rich Text
Format file type.

To import a Client Letter Template as an .rtf file:

1. Openthe Client Communication Manager by doing one of the following:
» From an open return, click the Forms menu; then, select Client Letter.
« From the Return Manager, click the Tools menu; then, select Client Communication Manager.

The Client Communication Manager appears.

2. Click the Templates menu; then, select Import.
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[E=8(HER 5
@uv| . » Libraries » Documents » Letters - |¢,|| Search Letters Dl
Organize « Share with + New folder =~ [ '16'
- -
't Favorites E)tctacu ments library Armangeby: Folder =
Bl Desktop Silde
4 Downloads [ Name

2 Recent Places
05| ImportedLetter
= Libraries
3 Documents
J’. Music
=/ Pictures

E Videos

m

1% Computer
&i_i Metwork

1 item

3. Select the desired file.
4. Click Open.

The Client Communication Manager appears.

The imported file should now appear in the Templates pane.

Exporting Client Letters

You can export letters created in the Client Communication Manager. They will be saved as a .rtf (Rich Text Format) files.

To export a single client letter:

1. Inthe Templates pane of the Client Communication Manager, highlight the letter to be exported.
2. Do one of the following:

« Right-click the highlighted letter and select Export.

« Click the Templates menu; then, select Export.

A Browse For Folder dialog box appears.

3. Navigate to the location where the exported file(s ) will be stored.
4. Click OK.
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Export Results =]
o Export completed successfully!

| 100%

The program exported data to this location:

Exported:
¥ 1 of 1 templates

Close

5. Click Close.

% Select multiple client letters by pressing and holding the Ctrl key while clicking each client letter to be exported.

Printing the Client Letter

Because you attach a Client Letter to your return just like any other form, you'll print the letter using the same Print Return
features you would use to print any other portion of the return.

%, Theinstructions assume that you have attached the letter to the return. See Attaching Custom Letters.

To automatically print any Client Letter that is attached to a return:

1. Do one of the following:
« From the open return, click the Tools menu; then, select Preferences.
« Fromthe Return Manager click the Preferences button on the toolbar.
« From another manager, click the Options menu; then, select Preferences.

The Preferences dialog box appears.

2. Click the Print tab.

240



Chapter 7: ATX Managers

Preferences

All Managers

Return Manager

Rollover Manager

Preparer Manager

E-file Manager
Cpen Return
Select Forms

|| Print a separator for Filing, Client and Preparer copies
Remember Print Return selections for each return
Automatically close Print Return dialog after printing
Automatically close the Print Progress dialog after printing
Default Print Copies
Filing Client Preparer Custom

Client Communication RHOLRackeE O O O B
Print Print Worksheets for 1]
Form Display Print Statements for
Updates
B Print Federal Attachments for 1] ]
Calculator
Backup Always print duplex [ = = B
Print Letters
Filing Client Preparer
Client Letter | |
Return and Est. Voucher Cover Sheets ] ]
Voucher Letter ] m
@ Help %2{3 Reset Defaults Import Preferences I QK | [ Apply ] [ Cancel ]

In the Print Letters section, the Client check box is selected by default, and will print automatically with the return.

open.

Select the check box for each copy type to be printed by default along with returns.
Click OK to apply the change and close the dialog box, or Apply to apply the changes and leave the dialog box

To print the Client Letter from an open return:

1.

Click the Print button on the toolbar.

Print Return for Smith, John

J’ @ Filing | Client

Preparer

What do you want to print?

Custom

Print to Printer

[ check ai Collapse all | Expan

225 Toshiba-33117
Toner is low

-

4 Chent Documents

Error Repart

[ Print to PDF
[ uplead te Client Poral

[E] print to PaperiessPLUS
Copies L w
Print Preview

Override & Estimate Report
Federal Client Letter
Federal Estimate Letter
GA 500 Client Letter
GA 500 Cover Sheet
GA 500 Estimate Letter
Notes Report

Federal Farms

Federal Statements

Federal Worksheets

00 s emeEesEEm

= »
B »

State Forms
State Statements
State Worksheets

= »

Federal Attachments for State

d all

[] Remember selections

@ velp {85 print Preferences [ Print Packets ) Restore |

"% The Client Letter check boxes are selected per copy type based on your Print Preferences selections.
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2. Select the Letters (and any other desired Documents, Reports, Forms, Statements, Worksheets, and/or
Attachments to be printed with the return. Make these selections in the tree of the Print Return Dialog Box.

Selections must be made for each copy type desired. See Print Packets, Setting Global Print Options, and

=== Printing Returns.

3. Click Print.

The Print Progress dialog box appears, followed by the Print Results dialog box when the print job is complete.

4. Click Close.
To print only the Client Letter (without other portions of the return):

1. Inthe return, click the Client Letter tab.
2. Do one of the following:
« Click the Page button on the toolbar.
« Click the Returns menu; then, select Print Current Page.

The Print Progress dialog box appears, followed by the Print Results dialog box when the print job is complete.

3. Click Close.
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You can customize how certain features work by selecting your preferred settings in the Preferences dialog box.

If you work on a network, your preferences will be associated with your user name so they'll remain the same even if
you move from one networked computer to another.

Preferences may be set for the following functional areas:

« All Managers Preferences

« Return Manager Preferences

« Rollover Manager Preferences

« Preparer Manager Preferences

- E-file Manager Preferences

« Open Return Preferences

« Select Forms Preferences

« Client Communication Preferences
« Print Preferences

« Form Display Preferences

« Updates Preferences

« Calculator Preferences

« Backup and Files Preferences

« Importing Preferences From Another User

To open the Preferences dialog box:
Do one of the following:

« Click the Preferences button on the toolbar.

« Fromthe Return Manager, E-file Manager, or Bank Manager, click the Options menu; then, select
Preferences.

« From Rollover Manager, click the Tools menu; then, select Preferences.
The Preferences dialog box appears.
"%, What's displayed in ATX when Preferences is accessed will determine which section of Preferences is

~ opened. For example, if Preferences is opened while an open return is displayed, Open Return
Preferences will be shown.
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Preferences

All Managers Show popup tooltips in all managers and dialogs

Return Manager

[T] Hide returns marked Complete in Return Manager, E-file Manager and Bank Manager
Rollover Manager

Preparer Manager

E-file Manager
Cpen Return
Select Forms

Client Communicaticn
Print
Form Display

Updates

Calculator

Backup and Files

@ HeIE@ Reset Defaults Import Preferences

Preferences Dialog Box

The Preferences dialog box has the following functions:

Dialog Element
Tabs

Help

Reset Defaults

Import Preferences

OK

Apply

Cancel

Description
Click a tab and the preferences associated with that part of the application appears.
Opens Program Help.

Resets all preferences on all tabs to their original default settings with the exception of the
Backup and Files Preferences.

Launches the Import Preferences dialog box, where you can import preference setting from
another user.

Applies changes and closes the dialog box.
Applies changes only, leaving the dialog box open.

Closes the Preferences dialog box.

All Managers Preferences

All Managers Preferences are settings that pertain to functionality in most or all of the managers.
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Preferences =]

All Managers Show popup tooltips in all managers and dialogs

Return Manager

[T Hide returns marked Complete in Return Manager, E-file Manager and Bank Manager
Rollover Manager

Preparer Manager

E-file Manager
Open Return
Select Forms

Client Communication
Print
Form Display
Updates
Calculator

Backup and Files

® HeIE%zfj Reset Defaults Impoert Preferences

The following preference settings are found on the All Managers tab of the Preferences dialog box:
Show Popup Tooltips in all Managers and Dialogs

This preference is enabled by default and displays a small text box that pops up when your hover over certain buttons,
menus, and elements in ATX. The popup text box describes the function or provides some information regarding the item. To
disable this preference, clear the check box.

Hide Returns Marked Complete

This preference is disabled by default. When enabled, returns that have been marked Complete by selecting the check box
in the Complete column of the Returns Tab in Return Manager are hidden in Return Manager, E-file Manager, and
Bank Manager. To enable this preference, select the check box. See Marking Returns Complete.

: After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.
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Return Manager Preferences

Return Manager Preferences provide settings specific to the Return Manager and log information for iTransact, CCH
iFirm and Tax Research and the Master Tax Guide services.

Preferences @

All Managers [T Reset to default return sorting on startup
Return M
urn Vianager Show E-file status information for selected return

Rollover Manager

Preparer Manager iTransact Merchant Services Client ID

E-file Manager

Open Return CCH iFirm
Select Forms

- — Enter your iFirm website address:
Client Communication

Print https:// .cchifirm.us
Form Display Link ATX and iFirm by signing in:  [Learn more here
Updates
Calculator

Automatically send Client Portal invitation emails

Backup and Files

Tax Research Login Credentials

User Mame: Your ATX package includes a CCH
subscription for integrated tax
research.

Password:

If you don't know your login, request
your registration email to get started.

© i 5 st Dt

The following preferences are found on the Return Manager tab of the Preferences dialog box:
Reset to Default Sorting On Startup
Resets return order and column positions to the default every time you open ATX.

Show E-file Status Information for Selected Return

Selected by default. Displays the E-file Status column and data for all returns in Return Manager. To disable, clear the
check box.

iTransact Merchant Services Client ID

Enter your iTransact ID so you can access iTransact Merchant Service from ATX (click the ePayment button on the
toolbar).
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CCH iFirm

Enter your information so that ATX can integrate with CCH iFirm. In the CCH iFirm Website Address box, copy and paste
your address from your CCH iFirm account email, then click Sign Into iFirm. See Sign In To CCH iFirm.

ATX and CCH iFirm work together to simplify your office workflow. As a Client Portal subscriber, you'll have the ability to
upload tax return PDFs from ATX to Client Portal. During the upload process, ATX will ensure that iFirm creates a portal for
the client if required, and when this preference is checked, will also direct iFirm to send a portal invitation email to the client
so they can get registered for their portal website. For more information please see ATX Help orthe CCH iFirm Help Center.

Tax Research Login Credentials

When you enter your Tax Research user name and password, ATX can automatically launch your subscriptions for Tax
Research or the Master Tax Guide. If you do not know your login credentials, use the registration email link to retrieve
your information.

2 After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.

Rollover Manager Preferences

Rollover Manager Preferences enable you to automatically populate your default Preparer and/or ERO information into
your rolled over returns, as well as to check for form updates and optimize memory during the rollover process.

Preferences =]

All Managers Delete sold assets
Return Manager

Rollover ltemized, Text, and Customn Lists
Rollover Manager

Preparer Manager [T] Enter current year default preparer on rolled-over returns

E-file Manager [T Enter current year default ERO on rolled-over returns

Open Return Always check for form updates when ocpening rolled returns
Select Forms

Optimize memory usage during rellover

Client Communication
Print
Form Display
Updates
Calculator

Backup and Files

® HeIE%zfj Reset Defaults Cancel |

The following preference settings are found on the Rollover Manager tab of the Preferences dialog box:
Delete Sold Assets

This preference is enabled by default. Assets sold in the prior year return will be deleted and will not rollover into the current
year. To disable this preference, clear the check box.
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Rollover ltemized, Text and Custom Lists

This preference is enabled by default. Itemized, text, and custom lists are rolled over automatically. To disable this
preference, clear the check box.

Enter Current Year Default Preparer on Rolled-Over Returns

This preference is disabled by default. If enabled, the Preparer information entered in Preparer/ERO Manager and
selected in Preparer Manager Preferences will automatically be entered into each rolled over return. To enable this
preference, select the check box.

*_-.. Be sure to select your default preparer in Preparer Manager Preferences before enabling this preference.

Enter Current Year Default ERO on Rolled-Over Returns

This preference is disabled by default. If enabled, the ERO information entered in Preparer/ERO Manager and selected in
Preparer Manager Preferences will automatically be entered into each rolled overr return. To enable this preference, select
the check box.

‘: Be sure to select your default ERO in Preparer Manager Preferences before enabling this preference.

Always Check for Form Updates When Opening Rolled Returns

This preference is enabled by default. As returns are rolled over, ATX will automatically check for form updates before
processing rollover data and opening the rolled over retumns. To disable this preference, clear the check box.

Optimize Memory Usage During Rollover

This preference is enabled by default. During the rollover process, your computer's memory will be optimized for maximum
performance. To disable this preference, clear the check box.

‘: After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
: click OK to save your changes and leave the Preferences dialog box open.
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Preparer Manager Preferences

Preparer Manager Preferences allow you to set up a standard Preparer and/or ERO defaults for all new retumns.
Preferences set here can also be applied to all Rollover returns if desired. See Rollover Manager Preferences.

Preferences =]
All Managers . . .
e Enter this preparer's information on all new returns:
Rollover Manager [ND”E ']
Preparer Manager X X i
E-file M Enter this ERO's information on all new returns:
-file Manager
Open Return [None ']
Select Forms
Client Communication
Print
Form Display
Updates
Calculator
Backup and Files
® HeIE%zfj Reset Defaults Import Preferences Cancel

The following preference settings are found on the Preparer Manager tab of the Preferences dialog box:
Enter Preparer on All New Returns

This preference is disabled by default. If enabled, a Preparer can be selected to be associated with all new returns. To enable
this preference, select a preparer from the drop-down list.

3 Preparers must be set up in Preparer/ERO Manager or they will not appear in the drop-down list.

%, Afterrolling over Preparer information, the Enter Preparer on All New Returns box displays with a specified preparer
- if you selected to Enter Preparer on All New Returns in ATX 2016.

Enter ERO on All New Returns

This preference is disabled by default. If enabled, an ERO can be selected to be associated with all new returns. To enable
this preference, select an ERO from the drop-down list.

3 EROs must be set up in Preparer/ERO Manager or they will not appear in the drop-down list.

2 After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.

%, Afterrolling over Preparers information, the Enter ERO on All New Returns box displays with a specified preparer if
- youselected to Enter ERO on All New Returns in ATX 2016.
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E-file Manager Preferences

E-file Manager Preferences control the application's ability to automatically include E-File Info Forms in new returns as well
as hold and release state e-files.

Preferences =]

All Managers Automatically include Individual E-file Info Form(s)
Return Manager

Automatically include Business E-file Info Formi(s)
Rellover Manager

Automatically hold and release state e-files for states that

P M
feparer Vanager prefer pricr federal e-file acceptance

E-file Manager
Open Return
Select Forms

Client Communication
Print
Form Display
Updates
Calculator

Backup and Files

@ HeIE%zfj Reset Defaults Import Preferences

The following preference settings are found on the E-file Manager tab of the Preferences dialog box:
Automatically Include E-file Info Forms

This preference is enabled by default. ATX automatically adds the E-File Info Form to each Individual and/or Business return.
To disable this preference, clear the check box(es) for Individual and/or Business returns.

%, The Electronic Filing Information Form (also known as EF Info) is a required form for all e-filed returns.

Hold and Release State E-files

This preference is enabled by default. All state e-files will be held until their corresponding Federal e-files have been accepted
by the IRS, at which time the e-file will be released for Transmission. To disable this preference, clear the check box.

%, Forafuller understanding of Hold and Release functionality, see Holding/Releasing State E-files, Creating E-files,
and E-file Creation Results Dialog Box.

E After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.
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Open Return Preferences

Open Return Preferences affect the view you see when you open a form or return in ATX. These preferences also
determine system behaviors with forms such as Use ALL CAPS for data entry.

Chapter 8: Preferences

Preferences
All Managers Auto-start timers in returns
Return M
urn vanager Prompt for timesheet entry on return close
Rollover Manager
Preparer Manager [T] Use ALL CAPS for data entry
E-file Manager [ Include Form 6251 in 1040 returns
Open Return Show Tax Due/Refund Information (Refund Meter)
Select Forms .
[] Auto-Save returns after “ minutes
Client Communication -
Print Display validation errors
Form Display Show the form tabs on the left
Updates Enable Payer Manager
Calculator Sort payers by:
Backup and Files *) Employer ID Number (EIN)
@ Mame
Display Tax Research Tool Tips
Automatically calculate W-2 55 and Medicare Wages
Default Check Retumn Filters
Errors [C] Overrides
Warnings Motes
[¥] Informational E-file
Estimates
["] Disable automatic calculations on Detail sheets until I leave the sheet. (improves performance of
data entry)

The following preference settings are found on the Open Return tab of the Preferences dialog box:

Auto-start Timer In Returns

Enabled by default. This preference automatically starts a timer when opening a return in ATX. To disable this preference,

clear the check box.

Prompt for Timesheet Entry on Return Close

Enabled by default. If time has been logged but not submitted to CCH iFirm, this preference prompts you to submit a
timesheet entry before closing the retumn. See Tracking Time in ATX.

Use All Caps for Data Entry

When you select this preference, ATX automatically capitalizes text on input fields in an open return. Open returns must be
closed and re-opened for the change to take affect.

"% Thefollowing areas are not affected by the All Caps preference:

Client Letters

« Preparer/ERO Information
o Company Information
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o Insert Text on Form
» Preparer Notes

Include Alternative Minimum Tax Form in 1040 Returns

This preference is disabled by default. If enabled, ATX will automatically add Form 6251, Alternative Minimum Tax -
Individuals to every new 1040 return you create. To enable this preference, select the check box.

Refund Meter

This preference is enabled by default. When enabled, ATX displays a Refund Meter that dynamically changes and displays
the amount of the payment or refund due as you complete the Federal return. To disable this preference, clear the check box.

Auto-Save Returns

This preference is disabled by default. When enabled, ATX will automatically save all open returns at regular intervals based
on your selection. To enable this preference, select the check box and choose an interval (default is 5 minutes).

E Returns that have already been e-filed or returns that have been marked Complete will not be saved.

Display Validation Errors

This preference is enabled by default. When enabled, ATX automatically checks particular cells for proper data formatting. If
the data is not entered into a particular cell correctly, an Entry Validation message is displayed with an explanation of the
proper formatting for that cell. To disable this preference, clear the check box.

Show Form Tabs on Left

This preference is enabled by default. When enabled, form tabs appear to the left of the open form. When disabled, form tabs
will appear above the open form. To disable this preference, clear the check box.

Enable Payer Manager Preference

This preference is enabled by default. When enabled, the Add to Payer Manager check box is selected in Forms W-2 and
1099 and any payer data entered on those forms is saved to the Payer Manager. To disable this preference, clear the check
box.

Sort payers by:
By default, payers are sorted by Name. Select the Employer ID Number (EIN) radio button to designate that for default
sorting.

Display Tax Research Tool Tips

This preference is enabled by default. When enabled, ATX displays Tax Research tool tips for Federal signature forms. To
disable this preference, clear the check box.

Calculate W-2 Social Security and Medicare Wages

This preference is enabled by default. When enabled, Social Security (SS) and Medicare wages are automatically calculated
based on wages entered in Box 1 of the W-2. To disable this preference, clear the check box.
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Setting Check Return Filters

The Default Check Return Filters settings determine the type of messages displayed when you use the Check Return
feature.

ATX always checks for Errors. By default Warnings, Informational, Estimates, Notes, and E-file messages will also be
displayed. The overrides option is disabled by default. To enable and have messages regarding overridden fields displayed
also, select the Overrides check box. To disable any of these messages, clear the check boxes as desired.

E ATX does not allow you to disable Errors.

Disable Auto-Calculations on Detail Sheets

This preference is disabled by default. If enabled, auto-calculation will be temporarily disabled when you're working in a
Detail sheet. When the Detail sheet is closed, the auto-calculation will run. To enable this preference, select the check box.

2 After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.

Select Forms Preferences

Select Forms Preferences help you make choices about the types of forms that are automatically retrieved when you open
new returns.

Preferences @

hllhapaners Default State | All v|

Return Manager . .
Open the Information Worksheet automatically

Rollover Manager
Preparer Manager Use Comprehensive Organizer

E-file Manager Include the following when adding an organizer
Open Return Organizer letter
Select Forms Organizer Engagement letter
Client Communication
Print
Form Display

Updates
Calculator

Backup and Files

® Helgigj Reset Defaults Cancel

The following preference settings are found on the Select Forms tab of the Preferences dialog box:
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Default State

This preference is set to All by default. If you select a single state from the Default State preferences, only the forms for the
selected state appear in the Select Forms Dialog Box.

Information Worksheet

This preference is enabled by default. When enabled, ATX automatically adds the Information Worksheet to any new return
that does not include a federal signature form (1040, 1065, 1120, etc.). To disable this preference, clear the check box.

Organizer

When Organizers are added to returns, Organizer Preferences settings determine whether or not to use the
Comprehensive Organizer. Use Comprehensive Organizer is selected by default. Clear the check box to disable and
opt for the Standard Organizer instead.

%, Organizers are not available until the final version of ATX each year.

The Comprehensive Organizer includes detailed worksheets for items such as income, deductions, contributions, and
Schedules K-1 received by your clients.

The Standard Organizer is a condensed, non-customizable group of forms that can be printed with a return for your
customers.

%, Whenyou use the Create Organizer for Marked Returns feature or the Print Organizers for Marked Returns
- feature, ATX adds or prints the Organizer according to your preference selections under the Include the following
when adding an organizer section.

‘«H After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
== click OK to save your changes and leave the Preferences dialog box open.

Client Communication Preferences

Client Communication Preferences are disabled by default. Settings made here determine the following:

« Which Client Letters and/or accompanying sheets to automatically include in every new return upon creation.
« Whether to combine the letters (regardless of when they may be attached to a retumn).

« Pronoun usage (I/me or we/us).

« Which paragraphs to include in your letter.

« Inwhich order paragraphs are to appear in each letter.
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Preferences @
All Managers Federal and State/Local Letter Options
Return Manager Include the following when creating a new return:
Rollover Manager Federal State/Local
Preparer Manager Select All 4] =
E-file Manager Client Letter | ]
Open Return Estimate Letter 4] ]
Select Forms Return Cover Sheet ] =] E
B - Estimate Letter Cover Sheet O O
Client C t
1ent -ommunication Return Mailing Slip [ 8

Print
Form Display
Updates
Calculator
Backup and Files Combine Federal and State/Local letters

Printing: Federal State/Local
Combine client and estimate |etters
Include privacy notice on client and estimate letters

om
o&

Default font:

arial ~ [0 ]

Preferred pronoun text:

@ First person, singular (I/'me)
First person, plural (we/us)

Other information:

Set Client Letter E-File verbiage for supported return types to:

Calculate based on e-file status -

(7] Helg@ Reset Defaults Cancel |

The following preference settings are found on the Client Communication tab of the Preferences dialog box:
Federal and State/Local Letter Options

Client Letter, Estimate Letter, Return Cover Sheet, Estimate Letter Cover Sheet, and Return Mailing Slip can be
automatically added to each return as it is created. Select the check box for each one you would like to automatically add or
the Select All check box to automatically include all as returns are created. Select Federal, State/Local, or both.

Printing
Determine whether to Combine client and estimate letters and whether to Include privacy notice on client and estimate

letters by selecting Federal, State/Local, or both. You can also opt to Combine Federal and State/Local letters by
selecting the check box.

Default Font
By default, client letter font and font size set to Arial, size 10. If you prefer a different font and/or font size use the appropriate

drop-down list. Any changes to font or font size only affects client letters from this point forward any existing client letters are
unaffected by the change.

Preferred Pronoun Text

By default, letters are generated to use the First person, singular (I/me) perspective. If you would prefer to use the First
person, plural (we/us) perspective, select the check box.

Other Information
By default, client letter text will state that client's returns "have been e-filed" or "will be e-filed" based on e-file status for the

return at the time the letter is generated. In some situations, a preparer may desire the client letter text to read contrary to the
actual e-file status at the time the letter is generated. This text may be changed within the letter of each return under Letter
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Options. To change this text globally (affecting all letters in all returns), select Has been e-filed or Will be e-filed from the
drop-down list.

Paragraph Selection

Determine which paragraphs appear in each letter and the order in which paragraphs will appear. By default, all paragraphs
will appear in all letters.

To remove specific paragraphs from a letter:

1. Select the letter to be changed in the drop-down list.
2. Clearthe check box for each paragraph to be removed from the letter.
3. Repeat as desired for other letters.

To change the order in which paragraphs will appear in a letter:

1. Select the letter to be changed in the drop-down list.
2. Do one of the following:
« Drag and drop paragraphs within the Preferences dialog box until they are ordered as desired.
« Select the desired paragraph, and then use the arrow buttons to move the selected paragraph into the desired
position.
3. Repeat as desired for other letters.

After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
== click OK to save your changes and leave the Preferences dialog box open.
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Print Preferences

Print Preferences allow you to set up standard defaults for printed copies when you are Printing Returns.

Preferences =]
All Managers General Settings =
Return Manager [T Print without zeros
Rollover Manager Print Watermark on Client Copy
Preparer Manager [C] Mask sensitive information on Client Copy
E-file Manager Suppress 55Ms when printing Organizer
Open Return Add bookmarks to PDFs 1
Select Forms [T] Print a separator for Filing, Client and Preparer copies 3
Client Communication [T] Remember Print Return selections for each return
Print Automatically close Print Return dialeg after printing
Form Display Automatically close the Print Progress dialog after printing
Updates Default Print Copies L
Salculaiog Filing Client Preparer Custom
Backup and Files
Print Packets (] (] [
Print Worksheets for =
Print Statements for
Print Federal Attachments for [} [}
Always print duplex [ [ =
Print Letters
Filing Client Preparer -
® HeIE%zfj Reset Defaults Import Preferences

Print Without Zeros

This preference is disabled by default, if enabled, zeros will be present in all empty calculated and estimated fields when a
return is printed. To enable this preference, select the check box.

Print Watermark on Client Copy

This preference is enabled by default. When enabled, a watermark will be printed on all pages of the Client Copy. By default,
the watermark will read CLIENT COPY. To disable this preference, clear the check box.

% Print Packets settings for the Client Copy can be used to customize watermark text if desired.

Mask Sensitive Information on Client Copy

This preference is disabled by default. If enabled, sensitive information (Dates, SSN/EIN, and Account Numbers) will be
hidden in the printed Client Copy. To enable this preference, select the check box.

Suppress SSNs when printing Organizer

This preference is enabled by default. When enabled, Social Security Numbers will be hidden in a printed Organizer. This
helps to protect the privacy or your clients.
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Add Bookmarks to PDFs

This preference is enabled by default. The PDF Bookmark feature creates bookmarks for available forms in the return,
allowing you to quickly access specific information.

Print a Separator for Filing, Client, and Preparer Copies
This preference is disabled by default. If enabled, a separator sheet will be added between copy types when printed.

Remember Print Return Selections for Each Return

This preference is disabled by default. If enabled, ATX will remember any changes you make to a return's print selections in
the Print Return Dialog Box prior to printing. Selections are remembered per return. To enable this preference, select the
check box.

Automatically Close Print Return Dialog After Printing

This preference is enabled by default. ATX will automatically close the Print Return Dialog Box each time a return is printed.
To disable this preference, clear the check box.

Automatically Close the Print Progress Dialog After Printing

This preference is enabled by default. When enabled, ATX will automatically close the Print Progress dialog box each time a
return is printed. To disable this preference, clear the check box.

Default Print Copies

These preferences allow you to set certain default Print behaviors by copy type. Settings selected here will be applied as
default each time a return is printed. Changes made to Print Packets or the Print Return Dialog Box while Printing Returns
will override these preference settings, but only for that print job.

Print Packets

Copy types selected here will be printed with each return that is printed. Filing is selected by default.

Print Worksheets for

Worksheets will be included in printed returns for each copy type selected here. Client and Preparer are selected by default.

Print Statements for

Statements will be included in printed returns for each copy type selected here. Filing, Client, and Preparer are selected by
default.

Print Federal Attachments for

Federal Attachments will be included in printed returns for each copy type selected here. Filing is selected by default.
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Always print duplex

For copy types selected here, returns will always be printed in Duplex (both sides of paper). None are selected by default
because not all printers are capable of Duplex printing. Check your printer specifications to determine if your printer supports
Duplex printing. Select each copy type that you want to use Duplex printing by default.

‘\1 Duplex printing is not permitted for Filing copy.

| —

Print Letters

Settings made here will determine which copy types (if any) will include a Client Letter, Return and Est. Voucher Cover
Sheets, and/or a Voucher Letter. Client is selected by default to include all three. Make selections as desired for Filing and
Preparer copies.

Mailing Slip Orientation

These settings determine the orientation of the mailing slip that is automatically included with each printed return. Portrait is
selected by default. Select Landscape to change the orientation.

Return Address Alignment

This setting determines the alignment of the return address on the printed mailing slip. Left is selected by default. Select
Center to change the alignment.

Check Return Reports

These settings determine which Check Return reports (if any) will be automatically included with each printed return.
Available selections are:

« Skip reports if no errors
« Report Errors

« Report Warnings

« Report Informational
« Report E-file

« Report Estimates

« Report Overrides

« Report Notes

All except Skip reports if no errors and Report E-file are selected by default. Select and/or clear check boxes as desired to
change these settings.

View/Edit Print Packets

Click View/Edit Print Packets to display the Print Packets dialog box.

‘\1 After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
== click OK to save your changes and leave the Preferences dialog box open.
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Form Display Preferences

Form Display Preferences allow you to determine the background color of input boxes and the default zoom level to use

when viewing forms.

Preferences

All Managers

Return Manager

Rollover Manager

Preparer Manager

E-file Manager

Open Return

Select Forms

Client Communication

Print

Form Display

Updates

Calculator

Input Box Color
@ Lemon Background Color

T Lime Background Color
) Violet  Background Color
) Rose Background Color
") Peach Background Color

) Yellow Background Celor

Default Form Zoom Level

Backup and Files

100%
You can ity change the zoom setting {from 25% to 200%) cn any form page by helding the
Ctrl key and then pressing the plus sign {"+7) or minus sign (-7} cn the lpha or numeric pads or by

using the Zoom slider located in the bottom right hand corner of each page.

® Help izfj Reset Defaults Import Preferences

Cancel

The following preference settings are found on the Form Display tab of the Preferences dialog box:

Input Box Color

The selection made here determines the background color of input boxes. Available selections are:

o Lemon
o Lime
« Violet
o Rose
o Peach
o Yellow

Lemon is selected by default. Select another color to change the default setting.
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Default Form Zoom Level

This setting determines the zoom level used when forms are opened. Zoom is set to 100% by default. Move the slider left to
decrease the zoom level. Minimum zoom level is 25%. Move the slider right to increase the zoom level. Maximum zoom
level is 200%.

‘\1 After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
== click OK to save your changes and leave the Preferences dialog box open.

Updates Preferences

Updates Preferences enable you to determine whether Program and Form updates will occur each time ATX is opened or at
a particular time each day. You can also select which Federal and State form types to update.

Preferences =]
All Managers Program Updates
Return Manager Update program on startup
Rollover Manager ] Updat ¢ [ 1200 a1 =
Preparer Manager R |—"|
E-file Manager Form Updates
Cpen Return Update forms on startup
- Select Forr'r?s - [T] Update forms at | 12:00 AM : =
Client Communication 9
Print Select the forms you want to include when checking for form updates.
Form Display Federal State
Updates Select All ]
Calculater Individual z ;
Backup Corporate [¥] [
Partnership || [
Fiduciary [#] £
Sales & Use z ;
Applications ¥ 1
Payroll [+ I
Pension/Benefits [+ [l
Estate ¥ [l
Gift [+ I
Exernpt Org ] N
@ Helgﬁ; Reset Defaults Import Preferences E|

Program Updates

This setting determines how often Program Updates will occur (if an update is available). Update program on startup is
selected by default. Clear the check box to disable this setting. As an alternative you can set a particular time for ATX to
search for and apply Program Updates (if an update is available). To designate an update time, select the Update program
at check box, and then select the desired time by clicking the up and down arrows.

‘\1 If an update time is set, ATX must be open at that time in order to receive the update. If ATX is closed at the
=== designated update time, you will be prompted to complete the update the next time ATX is opened.

Form Updates

This setting determines how often Form Updates will occur (if updates are available). Update forms on startup is selected
by default. Clear the check box to disable this setting. As an alternative you can set a particular time for ATX to search for
and apply Form Updates (if updates are available). To designate an update time, select the Update program at check box,
and then select the desired time by clicking the up and down arrows.
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2 If an update time is set, ATX must be open at that time in order to receive the updated forms. If ATX is closed at the
designated update time, you will be prompted to complete the update the next time ATX is opened.

Select the Forms You Want to Include When Checking for Form Updates

This setting determines which Federal and State form types will be included with each Form Update. All form types under the
Federal column are selected by default. Clear as desired for form types that you don't wish to include. Select form types
under the State column as desired for State forms you would like to include in Form Updates.

Select the States You Want to Include When Checking for Form Updates

States selected here will be included in Form Updates. None are selected by default. Select states as desired or Select All to
include all State forms.

Optimize Form Download for Slow Connections

This preference is disabled by default. If enabled, ATX bypasses the standard form download processes for the most
commonly-used forms whereby the full form (with all form patches) is included in the program update.

2 Selecting this option improves download speed but will slow retumn processes (because the system will not have ready
access to the full form).

E After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.

Calculator Preferences

Calculator Preferences allow you to control certain Calculator behavior.

Preferences =]
All Managers Collapsible Calculator
Return Manager 1 Autematically Collapse
Rollover Manager ) Keep Calculator Collapsed
Preparer Manager @ Keep Calculator Expanded
E-file Manager
Open Return [C] Close calculator after insert
Select Forms [C] Capture form field value automatically
Client Communication
Print
Form Display
Updates

Calculator
Backup and Files

® HeIE‘}E&} Reset Defaults Import Preferences Cancel
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The following preferences are found on the Calculator tab of the Preferences dialog box:
Collapsible Calculator

This setting determines what the calculator does after you've used it. The following selections are available:

» Automatically Collapse - Minimizes the Calculator
« Keep Calculator Collapsed - Hides the Calculator
« Keep Calculator Expanded - Displays the full Calculator

Keep calculator expanded is selected by default. To change this setting, select another check box as desired.
Close Calculator After Insert

This preference is disabled by default. If enabled, the calculator will close after a number is inserted from the calculator onto a
form. Select the check box to enable.

Capture Form Field Value Automatically

This preference is disabled by default. If enabled, when a field within a form has focus and you launch the Calculator, the
amount from the field will be captured.

E After making changes to Preferences, click Apply to save your changes and close the Preferences dialog box, or
click OK to save your changes and leave the Preferences dialog box open.

Backup and Files Preferences

The Backup and Files Preference tab is where you can identify or change the location where your returns and data is
backed up or stored. ATX has an Automatic Backup Preference that is enabled by default when ATX is installed.

Preferences @
All Managers Backup
Return Manager Automatic Backup (Recommended)
Rollover Manager The program will automatically backup your data when certain things happen, such as when you
Preparer Manager close a return or when you close any of the following managers: Company, Payer, Preparer/ERO or

E-file Manager Billing. Up to 5 return revisions will be saved.

Open Return

Backup Location:
Select Forms

Client Communication C\ProgramDatatCCH Small Firmn Services\ATX 2017 Server\ATX 2017 Backup Browse
Print
Form Display File Storage
Updates You may choose to store your files (return, return data, e-files and asset information) te a location
Calculator other than the default.

Backup and Files Files Storage Location:

C:\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Files Browse

For network installations, the paths above can only be modified on the server.

® Helgizfj Reset Defaults Cancel
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Automatic Backup

All your returns are automatically backed up whenever they are closed. With each return, ATX also backs up e-files, bank
product information, asset data, and any PDF attachments. In addition, ATX backs up data in the Company Manager,
Payer Manager, Preparer/ERO Manager, and Billing Manager two minutes after the last change is made or when the
manager is closed. See Automatic Backup.

%, Any changes to the Backup and Files Preferences tab affects all users.

Where are backups stored?

By default, your backup data is stored on the C:\ drive of either your stand-alone machine or your network server, depending
on your installation type.

ATX backs up data automatically when the Automatic Backup check box is selected. If the Automatic Backup is not
selected, a Manual Backup is required. The Automatic Backup process includes all data except Setup Data. To backup
your Setup Data a Manual Backup is required.

% Important Tips About Backup Locations: We strongly recommend that all Admin users change the default backup

N

=== location to a permanent location (e.g. another drive) that is not on the stand-alone computer or network. This will
protect backup information from being lost if you have a computer or server failure. While you should never use a flash
drive as your primary backup device, you can use an external hard drive for your backups if you leave it permanently
attached to your stand-alone system or network server.

You may need to change your Backup Location if you want to use a different location on your network or if using a third party
backup product. If you need to change your Backup Location, see Changing Backup Location in Preferences.

‘\1 Using a third party back product such as (Carbonite, Mozy, Backblaze, and Amazon Glacier) may require you to
=== change your backup location to a location the third party product can access.

File Storage Location

The File Storage Location is where your actual returns and associated data will be stored and accessed by the
workstations. This is not where backups of your returns are stored. For more information on File Storage Location, see
Changing File Storage Location in Preferences.

Reset to the Default Location

Reset Defaults is located on the Backup and Files tab.

To reset to the default Backup Location, browse to: X:\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX
2017 Backup

To reset to the default File Storage Location, browse to: X:\ProgramData\CCH Small Firm Services\ATX 2017
Server\ATX 2017 Files

kY X = the drive where ATX is installed.

Saving Selected Returns to a Specific Location

To save specific returns to a specific location, use the Export feature. See Exporting Returns.
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Importing Preferences From Another User

After establishing your ATX Preferences you can import these settings to another user account using the Import Preference
feature, saving you time during the setup process.

To import preferences from another user, use the following steps:

1.

Click the Preferences button on the toolbar.

Preferences

All Managers

Return Manager

Rollover Manager

Preparer Manager

E-file Manager

Open Return

Select Forms

Client Communication

Print

Form Display

Updates

Calculator

Backup and Files

Show popup tooltips in all managers and dialogs
[T Hide returns marked Complete in Return Manager, E-file Manager and Bank Manager

® HeIE%zfj Reset Defaults Impoert Preferences Cancel

2. Click the Import Preferences link.

Import Preferences ]
Choose a user: [Admin v]
@ Help Import I [ Cancel

3. Select a user from the Choose a User drop-down list.
4. Click Import.
5. Click Apply; and then click OK to close.
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Chapter

Preparing Returns

In this section, all aspects of return preparation are discussed from return creation to the filing of extensions and
everything in between.

« Creating Returns

« Return Passwords

« Opening Returns

« Navigating Within Returns

« Adding Forms to a Return

« Saving Returns

« Closing Returns

« Interviews

« PDF Attachments

« Amending Returns

« Duplicating Returns

« Renaming Returns

« Deleting Returns

« Extensions

« Calculator

« Information Worksheet/Signature Form
« Checking Returns for Errors
« Customizing Master Forms
« Lists Overview
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Creating Returns

To start a new return:

1. From Return Manager, do one of the following:
« Click the New button on the toolbar.

« Click the Returns menu; then, select New Return.

e Press Ctrl+N.

Select Forms
Forms  View
o 4 @0
Open Forms Clear View Form Help Cancel
[C] Find: (Ctrl+F) Name Description Status Approved PRS
| 1120 Corporation Income Tax Return Installed
1120-F5C Income Tax Return of Foreign Sales Corporation Installed v
|| Fedleral 1120-1C-DISC Interest Charge Domestic Sales Corporation Installed v
E Et;{t:l Al « || 1120-5F Income Tax Return for Settlement Funds Installed 4
990 Return of Organization Exempt from Income Tax Unavailable
[ Individual 980-PF Return of Private Foundation Unavailable
[[] Corporation Info Sheet Information Sheet Installed
E EEC:;Z&:?” Sch A (1040) Itemized Deductions Installed
[ Fiduciary Sch C (1040) Profit or Loss from Business (Sole Prop.) Unavailable
|| Exempt Org Sch £ (1040) Page 1 Supplemental Income and Loss Page 1 Installed
E ;a;;:ﬂﬁ Use Sch F (1040) Profit or Loss from Farming Unavailable
] Benefit Sch K1 (1065) K-1 (1065) Partner's Share of Income, Deductions Installed
[C] Estate Sch K1 (11205) K-1 Shareholder's Share of Income, Deductions, Cr. Installed
E ﬁ:ltuﬁcmm 1040-E5 Estimated Tax for Individuals Installed
O Spanish 1040-ES (MR) Estimated Tax for Monresident Alien Individuals Installed
1040-ES (PR} Contribuciones Federales Estimadas del Trabajo Installed
[] Selected Forms 109901V (Worksheet) 1099-DIV Dividends and Distribution Worksheet Unavailable
1099G (Worksheet) 1099-G Gevernment Payments Worksheet Unavailable
Clear Filters 1099INT (Worksheet)  1099-INT Interest Werksheet for Input Unavailable
1099MISC (Workshe...  1093-MISC Miscellanecus Income Worksheet Unavailable
1099R (Worksheet) 1099-R Pension Worksheet Unavailable
AMAAC A ANl AR CA LICA RACA Pt xe e el ot TR

|

2. Highlight the form(s) you want to add to the return.

"% Toselect multiple forms, simply click each desired form.

3. Click the Open Forms button on the Select Forms toolbar.
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Rollover Manager

E-file Manager
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1040 -
[ 1040 EF Info_| £ 1040 Ceparimentof the Treasury—iniemal Revenus Servce o)
EEankAccaund] & U.S. Individual | Tax Return OME No. 15450074 | RS Us=my—0 pat s o siape i s gase
W2 ending See separale instructions.
“Your first name M| Last name Suffx Your social security number
If a joint retum, spouse’s first name M| Last name Suffex Spouse’s social security number
‘Home address. ] T you have a PO, box. 522 i Aptno. =

A Vokesure the SSN) sbows
‘and on line e are comect.

City, town or post office, state, =nd ZIF code. I you have & foreign address, slso complets spaces below (se= nstructions). Presidential Election Campaign

(Chesk here f you. or your speuse Fing
ForaTgn postalcode | KNy, WAni 3 10 50 o ore, Cnécang
& boxbelow wil nt charge yaur tax or
rene. ] vou [[] spouse

Foreign

. 1 Single Head of housshald (with qualifying person) (Se= instructions ) If
Flllng Status D "ol D ‘the qualifying person is a child but not your dependent, enter this =
2 [_] Mamied fling jointly (even if only one had income) <hilds name here.
3 [[] Mamied fiing separately. Enter spouse’s SSN sbave
and full name here. > i i
Check only one . i First name Testrame B
Firstname Last name 5[] Qualifying widow(er) with dependent child
Baes checked
Exemptions  6a [_| Yourseff.if someone can clsim you as a dependent, do not check box 6a } antasnd s 0
b [] spouse No.of canaren

e
¢ Dependents: (4) Y Fchild unge: 17
Ao [ oo (OS] 0
Enter Dependents on "Ln 6 — Dependentz™ tab below. ‘social security number relationship to you g & @i not live with

{1) First name. Last name. {see Instructone) You Sueto awores.

Ifmore than four 0 oo 0
see O Depencents on ke

instrctions and O 0

checkhers &[] 0 A8 rumbers o

d  Total number of exemptions claimed unessbove B

7 -

Pages & Worksheets | 4 1 |2 | Checks | FilersInfo | Ln 6c - Dependents | Ln7 - Wages | Ln10 - Tax Refund | Ln 11 - Alimeny § » | Zoom D' 100%

Income 7 Wages, salaries, tips, ete. Attach Formis) W-2

“%. Ifyouuse CCH iFirm you are able to import client contact information when starting a new return. See Import
CCH iFirm Contact Data into a New Return

To save the new return:

1. Do one of the following:
« Click the Save button on the toolbar.
« Click the Returns menu; then, select Save Return.
o Press Ctrl+S.

Return Mame =]

Please enter a return name:

Sample, Sam
Client Mumber: {optional)

Add Return Passwerd

[ Save ] [ Cancel

%, By default, ATX names the return for the Taxpayer (and Spouse, if applicable).
2. Do one of the following:

« Accept the default name and click Save.
« Enter a new name for the return; then, click Save.
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Return Passwords

Passwords can be added to returns for an additional layer of security. Once added, passwords may be changed or removed.
%, Any userwho knows the password can edit or remove it. However, if the password was lost, only the Admin user or
~another user with Administrator rights can change or remove it.

% Passwords are case-sensitive, must contain no more than 20 characters, and cannot begin with a space.
A\

| —

To add a password to a return:

1. From the open return, click the Edit menu; then, select Return Password.

Return Password =]

@ Enter password information below, Passwords are case
sensitive,

Enter a new password:

Re-enter new password:

To remove a password, leave the new password blank.

Save ] [ Cancel |

%, Passwords may also be added when saving a return for the first time. See Saving Returns.

2. Enter and Re-enter the password in the appropriate fields.
3. Click Save.
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To edit or change a return password:

To change a return password, you must be in the open return; therefore, you must know the current password. If you
=== don't know the password, see your Administrator to edit or remove the password. See Editing Return Passwords.

1. From the open return, click the Edit menu; then, select Return Password.

Return Password =]

@ Enter password information below. Passwords are case

sensitive,

Enter current password:

Enter a new password:

Re-enter new password:

To remove a password, leave the new password blank.

Save ] [ Cancel

2. Enterthe current password in the Enter current password field.
3. Enter and Re-enter the new password in the appropriate fields.
4. Click Save.

To remove a password from a return:

1. Follow steps 1 and 2 for editing a password, above.
2. Inthe Enter a new password and Re-enter a new password fields, enter nothing.
3. Click Save.

Opening Returns

ATX allows you to open and manage up to three returns simultaneously. Each return is represented by a tab at the top of the
screen, to the right of the main manager tabs.

% For CCH iFirm users, when you open a return, if there are any changes from CCH iFirm ATX, recognizes these
changes and prompts you to sync the changes. For more information see Sync Contact Data on Open and Close.

To open a return:

1. From any main manager (except Rollover Manager), highlight the return you want to open.
2. Do one of the following:

« Double-click the desired return.

« Select areturn; then, click the Open button on the toolbar.

« Select a return; then, click the Returns menu and select Open Selected Return.

« Select a return; then, press Ctrl+O.
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Return Manager  Rollover Manager  E-file Manager

—

Edit Tools Navigate Forms E-file ToxResearch CCHiFim Support

o P E N |0 = (e 3 O
: = @ v s & e B B 2 A
S AddForms Restore StatLnk Inteniew Geck foruard CheckRetum Pimt Page CCHifinm ChentPortal Efie  cPayment Calculator Preparer/ERO  TaxResearch Search Online. Practice Ads Notficatons  Help
40
99)
T §1040 s, Individual Income Tax Return ‘ OMB No. 1645.0074 | 175 bee o0 rot e sl i spce
nfo
e ending [ See separate instructions.
= Sourfrs e I Castrame S| Your socr securty number |
Bani & | John ] Sample - - 1
o | R GIFE SRS HSTRaE TT] Lastname S| Spouse’s socal securiy number
W2 jane Sample ——
Home address (number and stieel) T you have a F.0. Dox, see insiructions. Apt no. A Vatosue v sog o
890 Creekdale Ave and on line B¢ are correct
City, town or post office, state, and ZIP code. If you have a
Clarkston

- Presidential Election Campaign
GA 30021 Chek here i you, oryour spuse ffing
Foreign country name Foreign postal code jointly, want $3 to go to this fund. Checking
abox below il ot change

o tacor
whnd [ ] You r:| Spouse
Filing Status 1 [_| singee

4[] Head of hausenald (witn quaifying person). (See instructions) If
2 Married filing jointly (even if only one had income)

the qualifying person is a child but not your dependent, enter this
child's name here.
s [

Foreign provincestate/county

Married filing separately. Enter spouse's SSN above
and full name here.

Check only one > i " First name. Lastname SN
box. First name: Last name: 5[] Qualitying widow(er) with dependent chiid
Bores checked
Exemptions  6a Yourself. If someone can claim you as a dependent, do not check box 6a nGamnd 6 2
b spouse .

,
@ Wi undersge 17
auaiying fo i tax credt

(2) Dependents
sovial securits mimber

(3) Dependents
relafinnshin fn v

Pages & Worksheets | |1

2 | Checks | FilersInfo | Ln6c - Dependents | Ln7 - Wages | Ln10 - TaxRefund | Ln11 - Alimony Rec | Ln15b - Literal and Amt | Ln19 - Unemploy | Ln20 - 55B{ | Zoom

HJ— 1%

%, Fora detailed explanation of the components of the open return, see Open Return Interface.

Opening Password-Protected Returns

Return Password

Enter password information below. Passwords are case
sensitive,

Enter current password:

Cancel

oKk ||

1. Enter the current password.

PN

If a password has been assigned to a return, you must know the password in order to open the return. If you do
not know the password, only the Admin user or a user with Administrator rights can change the password.

2. Click OK.

Opening Returns Locked by Other Users

If you work on a network, the system prevents more than one user from opening a return at a time. If you try to open a retumn
that is already open, you'll receive the following message:
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Locked Return

The return is currently locked by the following user. Returns can
only be in use by one user at a time, Please try opening the return
later,

| Userll on| RAWINTULTG4VM |

UserName

| Workstation iD

The Locked Return message tells you the User Name and the Workstation ID that has the return is open.

Open Return Menus

When you're in an open return, the following menus appear:

Returns Menu

Menu Iltem
Save Return

Close Return

Delete Return

Rename Return

New Return

Duplicate Return

Amend Return

Process Return with ePayment

Close All Open Returns

Import Data

Description Shortcut

Saves the return you're currently viewing. Ctrl+S

Closes the return you're currently viewing.

Displays a warning message, asking you if you're sure you want to
delete the return. Will delete the return you're currently viewing.

Opens the Rename Return dialog box, which requires you to enter the
new name for the return you're currently viewing.

Opens the Select Forms Dialog Box so you can select forms for a

Ctrl+N
new return.

Copies the return you're currently viewing and opens the new copy of
that return.

Duplicates the return (including all Federal and state forms) and installs
any required amendment forms automatically (as long as they are
available).

Launches the iTransact electronic payment process for the selected
return.

Simultaneously closes all the returns you have open.

Enables you to import data from the following forms from
PaperlessPLUS Premier: W-2, 1099MISC, 1099DIV, 1099R,
1099INT.

Import K-1 data from 1041, 1065 and 1120S returns into 1040,
1040NR, 1041, 1065, 1120, or 11208 returns. See Importing K-1
Data.
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Menu Item
Accounting Import
Export Return

Print Packets

Change Printer

Print Return

Print Current Page

Exit

Edit Menu

Menu Item

Mark as Estimate
Insert/Edit Note

View Notes

Remove Note
Insert Text

Remove Text
Insert Picture

Remove Picture
Undo

Restore Field
Cut

Copy

Paste
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Description

Initiates Tax Import from CAS Client Write-Up.

Saves the return as a .csv file to a location of your choice.
Opens the Print Packets dialog box.

Launches the Print Setup dialog box, which allows you to change the
default printer (for your system) and to make both size and orientation
changes for the printed output. You can also install a new printer from
the Network link on this dialog box.

Opens the Print Return Dialog Box, which allows you to print the
entire return or portions of it. You can also select your printer from this
dialog box.

Prints only the current page you're viewing.

Closes the application.

Description
Marks a field's value as an estimated amount.

Opens a note editor for the active field. Allows you to attach a note
to a particular field. See Preparer Notes.

Opens the Notes pane.
Deletes selected note from active field.

Turns the cursor into a + symbol. Drag and drop to the desired
position, then enter text. See Inserting Text on Forms.

Allows you to delete text inserted in a form.

Turns the cursor into a + symbol. Drag and drop to the desired point,
then select image. See Inserting Pictures on Forms.

Delete selected image from form.

Reverses the last command.

Restores field to default value. See Restoring Overridden Fields.
Cuts the selected area within a field.

Copies the selected value.

Pastes copied or cut info from clipboard (copied or cut info).

Shortcut

Ctri+P

Shortcut

F4

Ctrl+T

Ctrl+M

Ctri+Z
Ctri+R
Ctrl+X
Ctri+C

Ctrl+Vv



Menu Item
Start Link
Finish Link

Rename Current Form Tab

Return Password

Record Tools
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Description Shortcut
Establishes the current field as the source field.
Marks the current field as the destination field.

Allows you to rename the tab for the current form.

Displays the Return Password dialog box, which allows you to set
a password for the particular return. See Return Passwords.

CtrlI+A = Add;
Ctrl+D = Delete

Allows you to Add Record, Delete Record, and Sort Records,
where applicable.

Tools Menu
Menu ltem Description Shortcut
Preferences Opens the Preferences dialog box.
Check Return Select item(s) that will be checked in the return.
Enlarge Enlarges the view of the form in 25% increments. Ctrl+(+)
Reduce
Reduces the view of the form in 25% increments. Ctri+(-)
Preparer/ERO Gives you the following options: Insert Preparer/ERO, Remove
Preparer, Remove ERO, Remove Both, Manage
Preparers/EROs.
Displays the Company Manager, which allows you to insert a
Insert Company company onto the form (and also store the information for subsequent
use).
Opens the Security Manager, which allows an Admin user to set up
Security Manager multiple users in the system. Also allows you to specify the tasks that
users may or may not perform in the system.
Billing Manager Opens thg For This Return tab of the Billing Manager, which displays
the forms in the return.
Calculator Opens the Calculator. F8
Navigate Menu
Menu ltem Description Shortcut
Interview Opens the current return in Interview format. See Interviews.
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Menu Item

Forms in Return

Description

Displays the Forms in Return dialog box, listing all the forms and worksheets

in the return you're currently viewing.

Jump To

Cross Reference

Enables you to JumpTo the forms, schedules, or worksheets from which the
data in the calculated field is derived.

References the source of a given calculation. If multiple fields are involved,

click the desired field to jump to that field.

Back

Forward

Forms Menu
Menu Item

Add New Forms...

Duplicate Form

Discard Form

Discard Multiple Forms

Client Letter

Billing Invoice

Send CCH iFirm Invoice

Planning/Analysis

Extensions

Lists

Ohio Cities Worksheet
(visible only when you purchase
the Ohio Cities Allocation
package)

Organizer
(visible only during the last release
of the ATX, usually in October)
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Moves you to the previous form in the return.

Moves you to the next form in the return.

Description

Opens the Select Forms Dialog Box which allows you to choose
forms to add to the open return.

Copies the form you're currently viewing.
Deletes the current form from the open return.

Opens the Discard Multiple Forms dialog box which allows you to
delete multiple forms from the open return.

Opens the Client Communication Manager, enabling you to attach a
client letter to the open return.

Adds a Billing Invoice to the open return. See Completing the Billing
Invoice.

Sends the Billing Invoice to CCH iFirm.

Add Tax Summary/Carryover Worksheet, Last Year Comparison,
Tax Planner, Married Joint - Separate Comparison, or U.S.
Averages Comparison to the open return.

Inserts the appropriate extension form in the return.

Enables you to create an ltemized List, Text List, or Custom List.

Inserts the Ohio Cities Worksheet (Cities Taxes Paid to Other
Jurisdictions) into the retumn.

Allows you to add one of two Organizer Types to a return so your
customers can provide you with information for the upcoming tax
season.

Shortcut

Ctrl+O

F6

F7

Ctri+B

Ctrl+Shift+F

Shortcut

Ctri+F

Ctri+1

Ctrl+Shift+1

Ctri+l

Ctrl+H


http://www.atxinc.com/products/ohio_cities.aspx

E-file Menu

Menu ltem

Create E-file

Attach PDF

Display Rejection Errors

Display E-file
Actions Required

Display Acknowledgement
History

Re-create Bank Application

Help for E-filing

Tax Research
Menu ltem

Tax Research

Master Tax Guide

IRS Publications

Client Letter Toolkit

Elections and Compliance
Toolkit
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Description

Opens the Create E-file Dialog Box, which asks you to begin the e-file process by
selecting jurisdictions in which you want to e-file the return.

If the form you're currently viewing is not eligible for e-filing, you'll receive a message.
Attaches a PDF file to the e-file of the return.

Opens the E-file Rejection Errors pane at the bottom of the form, which displays the
IRS or State rejection errors for the return.

Displays the specific actions required by specific states for an e-filed return, if any have
been indicated by the relevant agency. Enabled when you have selected an e-filed
return in E-file Manager or when you have an e-filed return open. The pane that is used
to display e-file error messages is also used for displaying e-file actions.

Displays acknowledgement history for the open retumn.

Allows you to re-create a bank application if your Federal e-file was accepted but the
attached bank application was rejected. The e-file must show an Accepted status and
the return must include a bank application.

Opens Program Help to the Creating E-files topic.

Description

Launches your Tax Research subscription using your Tax Research Login
Credentials entered on the Return Manager tab of the Preferences dialog box.

Launches the Master Tax Guide using your Tax Research Login Credentials
entered on the Return Manager tab of the Preferences dialog box. See Return
Manager Preferences.

Launches IRS Publications using your Tax Research Login Credentials entered on
the Return Manager tab of the Preferences dialog box. See Return Manager
Preferences.

Launches additional Client Letters using your Tax Research Login Credentials
entered on the Return Manager tab of the Preferences dialog box.

Provides you with hundreds of sample elections and compliance statements,
background information, due dates, and citations to relevant authority information.

Launches the Elections and Compliance Toolkit using your Tax Research Login
Credentials entered on the Return Manager tab of the Preferences dialog box.
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Menu Item

Penalties and Interest
Calculator

Depreciation Toolkit

Practice Aids

Line Explanations
Questions and Answers
Filled-in Forms

Elections & Statements

Search Online

ATX Community Board

CPE Link - Education and CPE

Upgrade my Tax Research

CCH iFirm
Menu ltem
My Dashboard
My Jobs

My Invoice

My Reports
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Description

Provides a way you can calculate penalties and/or interest due for the late filing of a
return and/or late payment of taxes due.

Launches the Penalties and Interest Calculator using your Tax Research Login
Credentials entered on the Return Manager tab of the Preferences dialog box.

Provides you a way to create a depreciation schedule, calculate any recovery year’s
depreciation amount or simply determine the depreciation rate for any recovery year.

Launches the Depreciation Toolkit using your Tax Research Login Credentials
entered on the Return Manager tab of the Preferences dialog box.

Provides elections, flowcharts, worksheets, checklists, tables, and tools using your
Tax Research Login Credentials entered on the Return Manager tab of the
Preferences dialog box.

Provides line-specific research content on CCH's online Tax Research platform.
Provides key questions and answers relating to compliance topics for federal forms.
Provides you with filled-in forms on CCH's online Tax Research platform.

Provides you with elections and statements on CCH's online Tax Research platform.

Launches your Internet Browser where you can search using the CCH Browser plug-
in. If the plug-in is not installed you are prompted to install the CCH Browser plug-in at
this time.

Use the Community Board to share ideas, tips, and best practices with other ATX
users.

Launches the online learning website, which delivers CPE to tax and accounting
professionals through webinars and self-study courses.

Launches a web page where you can choose to purchase additional tax research
products.

Description

Launches your CCH iFirm dashboard, which is an overview of your business’ efficiency,
annual review, resource allocation, work in progress, and more.

Launches your CCH iFirm jobs, where you can view jobs in CCH iFirm.

Launches your CCH iFirm invoices, where you can view and create invoices in CCH
iFirm.

Launches your CCH iFirm Practice Management reports, where you can measure the
performance of team members and see how your firm is performing.



Menu Item

My Timesheet

View Job Details

Contact Details

Client Portal

Support Menu

Menu ltem

Program Help
Government Instructions

Education Library
Release Notes

User Guide

Contact Us

Web Sites

Check for Updates

Customer Service Utilities

Show Hidden Dialogs
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Description

Launches your CCH iFirm timesheet, where you can track your personal time by job.

Opens job details for the job associated with the open return.

Opens CCH iFirm Contact Detail for the open return, where you can view and edit contact
information.

Launches CCH iFirm Client Portal, where you can organize and share important
documents with clients.

Description Shortcut
Opens Program Help in a web browser. F1

From an open return, launches the Government Instructions for the
current form. Outside of a return, click the View Instr link (in the Select F3
Forms Dialog Box) for the desired form.

Opens the Education Library Help topics.

Opens for the current version and all prior versions released during the
current year.

Launches the ATX User Guide for Tax Year 2017.

Shows you three ways you can contact CCH Small Firm Services to
obtain help with your application: by submitting a question via the Web
site, via fax, or telephone. You can also use the form that is linked to the
topic to consolidate information for Customer Service.

Opens the following web sites: BizFilings Business Services, IRS
Home Page, IRS E-Services, other ATX Tax Products, ATX Paper
Products (for tax professionals), ATX Home Page, the MyATX
Solution Center, the ATX Blog, and the ATX Knowledgebase.

Allows you to easily obtain updated program and forms information
through an automated process. Also notifies you of preferences that you
can set pertaining to this update process.

This series of utilities enable you to provide information to Customer
Service so they may resolve your program issues. See Customer
Service Utilities.

Several dialog boxes have a Don't show this message again check
box so you can avoid receiving the same message over and over again.
The Show Hidden Dialogs option reverses these selections, so you
would see these dialog boxes again.
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Menu Item Description Shortcut

Displays the About ATX dialog box which displays the program version,
product copyright information, and customer's Client ID. When calling
Customer Care, you may be asked to provide one or more of the
numbers listed in this dialog box.

About

Navigating Within Returns

The Navigation bar at the bottom of the open return consists of the Pages & Worksheets button and a series of tabs. Each of
these tabs is associated with a numbered form page, schedule, worksheet, or other page of the active form.

I Pages & Worksheets | 1 |2 | Checks | Filers Info | Lnbc - Dependents | Ln7 - Wages I

To navigate through a single page, do one of the following:

« Press Enter or Tab to move from the current field to the next field. To reverse direction, press Shift+Tab.
«» Click afield or use the arrow keys to move the cursor to a specific field.
« Press Page Up and Page Down to scroll through a page quickly.

To navigate through multiple pages of an active form, do one of the following:

« Use the navigation tabs below the active form.
« Usethetools on the Navigate menu.
« Click Pages & Worksheets (left of the navigation bar).

To navigate back to page 1 of a form:

« Right-click anywhere on the form, and then select (Form Name), page 1.

To navigate between forms, do one of the following:

« Click the tabs above the open retumn.
« Usethe tools on the Navigate menu.

Viewing or Selecting Forms in a Return

In addition to the tabs that run across the top of the open return, the Forms In Return dialog box gives you a complete list of
all the forms in the return.

To view or select forms in a return:

1. Open areturn.
2. Click the Navigate menu; then, select Forms in a Return.
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Forms In Return =]

Select a form with the arrow keys and press Enter:
1040 - Individual Income Tax Return

1040 EF Info - Electronic Filing Information

Bank Account Info - Bank Account Information
W2 (1040) - W-2 Wage Worksheet for 1040

Cloze |

3. Toselect aform from the list, click the desired form (or, use the arrow keys and press Enter).

Navigating using Jump To or Cross Reference

The values in white calculated fields come from one or more source forms, schedules, or worksheets. Use JumpTo to jump
directly to the source form, worksheet or schedule or list the forms that contribute to this value.

When the value in a white calculated field is derived from multiple sources, use Cross Reference to see a list of fields that
contribute to this value. You can then select one and navigate to a specific source field.

You can also use the Back and Forward Buttons to move between forms in the order you last viewed them.
JumpTo

On all forms, schedules, and worksheets, white fields denote values that are calculated from data entered elsewhere. The
JumpTo feature enables fast navigation to the forms, schedules, or worksheets from which these data sources are derived.
Calculated fields are always white (whereas input fields are blue).

To use the Jump To feature:

1. With the cursor in any calculated field, do one of the following:

« Click the JumpTo [& button in the field.
« Click the Navigate menu; then, select JumpTo.
o PressF®6.
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Jump Te =]

Click on a form to jump to it.

Form Description Page/Worksheet
W-2 W-2 Wage Worksheet for 1040 Input
1040 Individual Inceme Tax Return Ln7 - Wages

"% The Page/Worksheet column tells you where the data is located on the corresponding form.
2. Click the item to jump to the location.

If the Form Has Not Been Added to the Return

If the form says Add New Form in the Page/Worksheet column, the form has yet to be added to the return but is required to
calculate the amount. To add the form, click the Add New Form text.

Jump To =

Click on a form to jump to it.

Form Description Page/Worksheet
1040 Individual Income Tax Return Ln 10 - Tax Refund
10936 (Workshee  1099-G Government Payments Worksheet Add New Form

Jump To Lists

The Jump To feature also appears if a list has been attached to a form field. A preparer can create an itemized list - for repairs
and maintenance of a business, for example. When selected, the field displays the Jump To button, enabling the user to open
up the list:

—————————————————————————————
(T e N i L L v

14  Repairs and maintenance. . . . . . . . . L L L Lo Lo L L Lo . 14 |5862

Cross Reference

When the value in a white calculated field is derived from multiple sources, use the Cross Reference feature to display a list
of all fields that contribute to this value and to navigate to a specific source field.

To use the Cross Reference feature:

1. Select a white calculated field.

2. Do one of the following:
« Right-click the field, and then select Cross Reference.
« Click the Navigate menu; then select Cross Reference.
o PressF7.
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Cross Reference

Click on a form to move to the referenced field.

Form
1116
1040

Description
Foreign Tax Credit (Individual, Estate, or Trust)

Individual Income Tax Return

Page/Worksheet Value
Add New Form
Ln 48 - Foreign Tax Credit 0

] »

Cancel

3. Click a form to move directly to the referenced field, or click Cancel to remain in the active field.

4. Toreturn to the previous location, click the Back button on the toolbar.

Back and Forward Buttons

The Back and Forward buttons enable browser history navigation between recently active forms. After moving from one

form to another, or from one page to another in the same form, you can retrace your route or switch quickly between forms by
clicking the Back and Forward buttons on the toolbar.

« 9

Back Forward

Adding Forms to a Return

The Select Forms Dialog Box lists forms that can be added to a return. See Finding Specific Forms.

Installed Forms

To add installed forms to an open return:

1. Openaretumn.

2. Do one of the following:

o Click the Add Forms button on the toolbar.
o Click the Forms menu; then, select Add New Forms.

o Press Ctri+F.
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Select Forms
Forms  View
o 4 @0
Open Forms  Clear View Form Help Cancel
[] Find: (Ctrl+F) MName
| 1120

1120-F5C

] Federal 1120-1C-DISC

E Et;::l Al || 11205
930

[C] Individual 990-PF

["] Corporation Info Sheet

[T 5 Corporation Sch A (1040)

[C] Partnership

["] Fiduciary Sch C (1040)

[ Exernpt Org Sch E (1040) Page 1

E E:';:Uﬁ" iz Sch F (1040)

| Benefit Sch K1 (1065)

|| Estate Sch K1 (11205)

E g::ﬂi(at\nns s

[l Spanish 1040-ES (NR)
1040-ES (PR}

["] Selected Forms 109901V (Worksheet)
1099G (Worksheet)

Clear Filters 1099INT (Worksheet)

1099MISC (Workshe...
1099R. (Worksheet)

Description
Corporation Income Tax Return
Income Tax Return of Foreign Sales Corporation
Interest Charge Domestic Sales Corporation
Income Tax Return for Settlement Funds
Return of Organization Exempt from Income Tax
Return of Private Foundation
Information Sheet
Iternized Deductions
Profit or Loss from Business (Sole Prop.)
Supplemental Income and Loss Page 1
Profit or Loss from Farming
K-1 (1065) Partner's Share of Income, Deductions

K-1 Shareholder's Share of Income, Deductions, Cr.

Estimated Tax for Individuals

Estimated Tax for Nonresident Alien Individuals
Contribuciones Federales Estimadas del Trabajo
1099-DIV Dividends and Distribution Worksheet
10938-G Gevernment Payments Worksheet
1098-INT Interest Worksheet for Input
1099-MISC Miscellanecus Income Worksheet
1099-R Pension Worksheet

Status
Installed
Installed
Installed
Installed
Unavailable
Unavailable
Installed
Installed
Unavailable
Installed
Unavailable
Installed
Installed
Installed
Installed
Installed
Unavailable
Unavailable
Unavailable
Unavailable

Unavailable

PDF Approved PRS  #
View Instr v ﬂ
View Instr v
View Instr v
View Instr
View Instr

3. Use thefilters to find specific forms.
4. Select one or more forms.

5. Click the Open Forms button on the Select Forms toolbar.

Return Manager  Rollover Manager  E-file Manager  Bank

Retums Edit Tools MNavigate Forms E-file TaxResearch

2 7 &9 v

40

CCHiFim Support

=E v

Save AddForms Restore Startlink Interview Back Forward CheckRetum Print Page CCHifirm Efile ePayment Calculator Preparer/ERD TaxResearch SearchOnline Practice Aids Notifications

a

Help.

I

ch A g (99)
D060 | 1040 ys individual Income Tax Return OMB No. 1645-0074 | 175 bee 00 rot e sl s spce
info
e For the year Jan_ 1-Dec_31, 2014, or other tax year begning ~endng ‘See separate insiructions.
e Sourtistrame Wi Tostname S Your social secury number
[ Bank Account | John | Sample [
Home Office Exp| 17 3o refu, Spouse’s frst name ML Lastname Sux Spouse's social security number
ane Sample -
Home adGress (number and sreef) ffyou have a PO, box, see instuctions. Al 0. N
890 Creekdale Ave and on line B¢ are correct.
i, own o st ofice, s, and 2P code yourave a - P———
Clarkston cA 30021 [ ——r,
Foreon couny rame Foreon proveERRECo Forein postacadl | ity vt $31050 i Crckig
2 box bl i et haneyurtacr
whnd [ ] You Spouse

i Leaacr

Qualiving percon)

I

"Update Available" and "Available Now" Forms

Forms with either the Update Available or Available Now form status can be added to your return using the steps shown
above. However, the Update Progress and Update Results dialog boxes will appear briefly while the program is

downloading the form, and then the form will open

in the return.

Messages at the Top of Forms

Special instructions appear in blue at the top of some forms. These instructions explain how the forms calculate or list other

forms you may need to include.
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o] I « [MoActivity Forms Open | I ] Type: Federal [ Discard Fixed Assets for Direct Input il
I Enter asset information on Fixed Assets. Do not override. I
rom 4562 Depreciation and Amortization OMB No. 15450172
orm s
(Including Information on Listed Property) 2@' !
Department of th Traasury Attachment
ntemal Revenua Savce  (gg) P See separate instructions. P Attach to your tax return. Sequence No. 179
MName(s) shown on return Business or activity to which this form relates Identifying number
m Election To Expense Certain Property Under Section 179 [An activity form {Sch A, C, F, etc.) must be present
Note: If you have any listed property, complete Part V' before you complets Part | for this form to function comrectly.
1 Maximum amount (see instructiens) . . . . . . . . . . .. 0oL R 1
2 Total cost of section 179 properiy placed in service (see instructions). . . . . . . . . . . . . . . . . . . .. 2
3 Threshold cost of section 179 property before reduction in limitation (see instructions) . . . . . . . . . . . . . . 3
4 Reduction in limitation. Subtract line 3 from line 2. If zero or less, enter-0- . . . . . . . . . . . . . .. 4 0
5 Dollar limitation for tax year. Subfract line 4 from line 1. If zero or less, enter -0-. If married filing
separately, see instructions . . . . . . . . . . . L L L L L L 5 0
6 {a) Description of property [ {b) Cost [business use only) [ () Electedoont
| [ b

Field Colors on Forms

Data fields, or cells, are color-coded according to the type of information they contain.

"% You can change this color by changing the Input Box preference. See Form Display Preferences .

Field Color

Blue

Light Yellow

White

Pink

Violet

Green

Data Description

An input field that will accept user entries. With very few exceptions, all information should be
entered in blue fields.

The currently active data entry field. When the cursor is active in a blue field, the field changes to
light yellow.

A field that contains links or calculations referred to by the program. You will receive a warning
message whenever you attempt to enter information directly in a white field.

A calculated field that you've overrode. To restore the original links and calculations of a pink field,
select the field, and then click the Restore button.

Contains an estimated amount.

Indicates a link to another field. See Creating Links Between Fields.

Select Forms Dialog Box

The Select Forms dialog box allows you to choose the forms you want to add to your return. The Filter Pane (left) helps you
narrow the form list for easier form selection.

To access the Select Forms dialog box, do one of the following while in the Return Manager:

o Click New on the toolbar.
o Click the Returns menu; then, select New Return.
e Press Ctrl+N.
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Select Forms =]
Forms  View
g 4 00

Open Forms Clear View Form Help Cancel

[C] Find: (Ctrl+F) Name Description Status PDF Approved PRS  #
1120 Corporation Income Tax Return Installed
1120-F5C Income Tax Return of Foreign Sales Corporation Installed View Instr

[] Federal 1120-1C-DISC Interest Charge Domestic Sales Corporation Installed 5

E Et;::l Al v 1120-5F Incame Tax Return for Settlement Funds Installed E
2220 Underpayment of Estimated Tax by Corporations Installed

] Individual 4582 Depreciation and Amortization Installed

[¥] Corporation 4684 Pagel Casualties and Thefts Page1 Installed

L5 Corporation 4684 Pages 2-3 Casualties and Thefts Pages 2-3 Installed

[C] Partnership X

| Fiduciary 4787 Sales of Business Property Installed

(| Exempt Org 6252 Installment Sale Income Installed

E E:I;:U‘E‘*USE 8249 Sales and Other Dispositions of Capital Assets Installed

[C] Benefit Elections/Statements  Elections and Statements Installed

|| Estate K1 Input (1041) Federal K-1 (1041) Input Worksheet Unavailable

E g‘::ﬂi(atmns K1 Input (1065) Federal K-1 (1065) Input Worksheet Unavailable

|| Spanish AR NP-AR Annual Report for Nenprofit Corporation Unavailable
CASchD-1 Sales of Business Property Available Now

["] Selected Forms CA100X Amended Corperation Franchise or Income Tax R...  Available Now View Instr v
CA FTB-3536 (LLC) Estimated Fee for Limited Liability Companies Unavailable

Clear Filters | CA FTB-3805E Installment Sale Income Available Now

DC D-2030P Payment Voucher for Franchise Tax Avsilable Now
DE CREQ Request for Change (Corporate / Sub 5 Corporate)  Available Now View Instr v .

From an open return, do one of the following:

o Click the Add Forms button on the toolbar.
« Click the Forms menu; then, select Add New Forms.
o Press Ctri+F.

The Select Forms dialog box appears.

Status Column (Form Statuses)

The Status column shows the availability of the forms:

« Installed - The form is installed on your computer and will load when you open the form.

« Update Available - The form is installed on your computer, but an updated version is available. When you select it
and click Open Forms, the updated form will be downloaded and it will open.

« Available Now - The form is not yet installed on your computer. When you select it and click Open Forms, the form
will be downloaded and will open. These will be highlighted in dark yellow.

« Unavailable - The form is not yet available in ATX. These will be highlighted in dark yellow.
» Customized - The Master Form has been customized. See Customizing Master Forms.

View Government Instructions

The View Instr link under the PDF column opens a PDF version of the government instructions for the corresponding form.
See Government Instructions.

Approved

The Approved column provides a visual indicator for agency approved forms. When a form receives approval ATX displays a
green check-mark indicating the form approval from the agency.
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Select Forms allows you to filter the form list in several ways:

Find: (Ctrl+F) field: Use the Find field to enter search parameters.
Federal, State or Local check boxes: Choose one, two, or all three (if selecting State and you would like all
states, select All from the drop-down list.)
Form type check boxes: Check one or more form types, such as Individual, Corporation, or Fiduciary.

Selected Forms check box: Check the Selected Forms check box if you've highlighted specific returns in the list.
Only the highlighted forms will appear in view.
Clear Filters button: Check this box to clear the filters and to display a list of every form in the system.

Menus and Buttons

Form menus, menu items and buttons are detailed in the table below.

Menu

Forms

Menu Item

Open Selected Forms
(Ctrl+O)

Clear All Form Selections

Cancel
View View Last Selected Form
Choose State
Government Instructions
Finding Specific Forms

Description
Opens all highlighted forms.

Clears any selections in the list of forms.
Closes the Select Forms dialog box.

Opens the last form selected in a read-only window to determine if
it is the desired form.

Filters forms for the state selected.

Opens the PDF instructions for the current form, if available.

Button
Open Forms

Clear

Cancel

View Form

F3

The Filter Pane in the left portion of the Select Forms window makes it easy to locate specific forms when you start a new

return or add forms to an existing return.

To use the Select Forms filters:

1.

Open the Select Forms Dialog Box by Creating Returns, or by Adding Forms to a Return.
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288

Select Forms
Forms  View

& qa @0

Open Forms  Clear View Form Help Cancel

ClFind: (Ctrl+F) Hame
| 1120
1120-F5C
E Federal 1120-IC-DISC
State
Ol Al = || 1120-5F
930
[ Individual EEEE
["] Corporation Info Sheet
[T 5 Corporation
Sch A (1040
[C] Partnership ch A (1040)
[ Fiduciary Sch C (1040}
[ Exernpt Org Sch E (1040) Page 1
E S:';:Uﬁ" = Sch F (1040)
T Bonefit Sch KL (1065]
"] Estate Sch K1 (11205)
LlGift 1040-E5
[T] Applications
O] Spanish 1040-E5 (MR}
1040-ES (PR)
["] Selected Forms 109901V (Worksheet)

1099G (Worksheet)

Clear Filters | 1099INT (Worksheet)

1099R. (Worksheet)

1099MISC (Workshe...

Description
Corporation Income Tax Return
Income Tax Return of Foreign Sales Corporation
Interest Charge Domestic Sales Corporation
Income Tax Return for Settlement Funds
Return of Organization Exempt from Income Tax
Return of Private Foundation
Information Sheet
Iternized Deductions
Profit or Loss from Business (Sole Prop.)
Supplemental Income and Loss Page 1
Profit or Loss from Farming
K-1 (1065) Partner's Share of Income, Deductions
K-1 Shareholder's Share of Income, Deductions, Cr.
Estimated Tax for Individuals
Estimated Tax for Nonresident Alien Individuals
Contribuciones Federales Estimadas del Trabajo
1099-DIV Dividends and Distribution Worksheet
10938-G Gevernment Payments Worksheet
1098-INT Interest Worksheet for Input
1099-MISC Miscellanecus Income Worksheet
1099-R Pension Worksheet

Status
Installed
Installed
Installed
Installed
Unavailable
Unavailable
Installed
Installed
Unavailable
Installed
Unavailable
Installed
Installed
Installed
Installed
Installed
Unavailable
Unavailable
Unavailable
Unavailable

Unavailable

PDF Approved PRS  #

m

View Instr

View Instr

2. Tofind a specific form, enter a keyword or form number in the Find field.
3. Select one or more of the desired taxing authorities (Federal, State, or Local).
4. To search for specific state forms:

Click the State check box.
Click the down arrow on the All drop-down list. A list of state abbreviations appears.
Select a state.

If you have selected a default state in Select Forms Preferences, that state will be automatically
selected in the drop-down list.

5. Select one or more return types (such as Individual, Corporate, or Partnership).
6. Toclearall currently selected filters, click the Clear Filters button.
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Discarding Forms

ATX allows you to discard a single form or discard multiple forms at once.

Discard Single Form

Use the Discard Form command when you want to remove a single form from a return. This command also deletes any data
you have entered on that form.

To discard forms:

1. From the open return, right-click the form tab.
2. Click Discard Form.

Dizcard Form &
Allinformation on this form and its associated worksheets will be lost,

Click Discard to discard W-2,

Discard ] [ Cancel

3. Click the Discard button to confirm your decision.

When you discard a form, all form data is permanently deleted. You cannot undo this command.

Discard Multiple Forms

Use the Discard Multiple Forms command when you want to remove more than one form from a return. This command also
deletes any data you have entered on those forms.

To discard multiple forms:

1. From the open return, right-click the form tab.
2. Click Discard Multiple Forms.
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Discard Multiple Forms =]

Select the forms you want to discard and click Discard.

Select all Collapse all Quick Select:
4 Federal Etatels
1040 LEHZI
Sch EIC
1040 EF Info
BBGT
Bank Account
W-2
Sch C:01
4562

Fixed Assets

Cancel |

3. Do one of the following:
« Select the box next to each form you wish to discard.
« Click the Select all box to select all forms.
« Use the Quick Select boxes to select all States, Local forms, or Letters in the open return.

When you discard a form, all form data is permanently deleted. You cannot undo this command.

% When a parent form is selected, ATX auto selects all child forms. For example if you select Form 4562, ATX
- auto selects the Fixed Assets form.

4. Click Discard.

To clear your initial selection click the Select all box.
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Renaming Forms

You can append the name of many forms to make them more relevant to the return. For example, you may want to rename
the W-2 attached to Michael and Sarah Smith's tax retumn. In this example, the form name will be appended with your change.

%, You cannot rename a signature form.

To rename a form:

1. Right-click the form tab.
2. Select Rename Form.

Rename Form =)

Enter new tab name for this form.
Tab Mame:

Cancel |

3. Enter the new name for the form.
4. Click Rename.

The new name appears in the form tab:

| W-2: Michael

Saving Returns

To save changes in an open return, do one of the following:

« Click the Save button on the toolbar.
o Click the Returns menu; then, select Save Return.
o Press Ctri+S.

To save an unnamed return:

1. Do one of the following:
« Click the Save button on the toolbar.
o Click the Returns menu; then, select Save Return.
o Press Ctrl+S.
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Return Mame

Pleasze enter a return name:

Sample, Sam
Client Mumber: (cptional)

Add Return Passwaord

Save ] [ Cancel |

% The Add Return Password link allows you to add a password to the return, if desired. See Return

Passwords.
2. Inthe Please enter a return name field, enter the return name.
3. Click Save.

%, YoucansetanAuto-Save interval in Open Return Preferences as well.

Closing Returns

To close a single return:

1. Do one of the following:
« Click the X in the open retumn's tab at the top of the application.

« Click the Returns menu; then, select Close Return.
If there are unsaved changes in the return, the Save Changes dialog box appears.

2. Do one of the following:
« Click Save to save the returnin its current state.
« Click Don't Save and Close to close the return without saving.
« Click Cancel to close the Save dialog box without saving and leave the return open.

% The Add Return Password link allows you to add a password to the return, if desired. See Return

Passwords.

To close all open returns:

1. Click the Returns menu; then, select Close All Open Returns.
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Save All Open Returns ]

= Changes have been made to two or more open returns which
1~ have not been saved,

Would you like to save all cpen returns, save no returns or choose
which returns to savel

Save All ] [ Save Mone |[ Choose |[ Cancel

2. Click one of the following:
« Save All to save all the open returns.
« Save None to save none of the open returns.
« Choose which open retums you want to save.
« Cancel to closes the Save All Open Returns dialog box and displays the current open return.

For CCH iFirm users, when you close a return containing any changes from ATX, ATX syncs with CCH iFirm and
recognizes any differences in the information and prompts you to sync the changes. For more information see Sync

Contact Data on Open and Close.

Interviews

%, 2017 Interviews are typically not available at the beginning of the season, but are made available during a later release.

The Interview tool guides you step-by-step through a series of questions for the return. As you enter data in the Interview
tool, that data is simultaneously populated on the forms in the return (which appear directly below the Interview). The program
also automatically adds forms or schedules to the return that are required as a result of your Interview responses.

In some sections of the return, you may be asked to enter information directly on the forms.

L

*1

The Interview tool is used for the following types of Federal returns:

« 1040
« 1065
. 1120
« 1120S

To start the Interview do one of the following:

« Click the Interview button on the toolbar.
» From an open return, click the Navigate menu; then, select Interview.
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Return Manager Rollover Manager E-file Manager Bank Manager _

Interview Section Tabs

@ Close Interview

Client Info Income Assets Adjustments Deductions Taxes 8 Credits Finish

+ How does the Interview work?

U.S. Individual Income Tax Return
7
We'll start with your client's information. Having the following handy will speed the process for you: © R o e EIE ek,
+ Last years tax return, if you have it available

+ A completed tax organizer from your client, with updated information
+ Information about dependents and their status in your client’s home

Interview Topics

Nest » |

£ Deparment of the Treseury—irtemal Revemue Senvca 1e9)
& 1040 U.S. Individual Income Tax Retur OMB No. 1545-0074 | IRS Use Oniy—Da nat wra or stapee i i spsce

For the year Jan. 1-Dec. 31 o ther tax year baginning  ending See separate instructions.
Vour frat name T Castrame £ Your social security number
73 o e, SpanEe s et rame W[ Lastrame S Spouse's social security number

Home address {number and sirest]. [T you have a P.0. box, se= instructions. Apt ro. ‘ Make sure the SSN(s) above

and on lins Be are comeet

Ciy. town or post o, state, and ZIF Gode T you have a oreign 20dress, 2150 Compiet Bel

F Forgn ‘ Foreign postal cote

To close the Interview, click Close Interview at the top right.

%, If youre-open an Interview after having closed it, the system opens where you left off.

Interview Sections (Tabs)

The Interview is divided into the following informational sections, or tabs, which appear at the top of the interview. The tabs
that appear depend on the signature form that you've selected for the return. Different tabs appear for different return types.

For example, the following are the Interview section tabs for Form 1040:

o Client Info

o Income

o Assets

o Adjustments

« Deductions

o Taxes & Credits
o Finish

Each tab contains several topics related to the tabbed section of the Interview.

Navigating in the Interview

Use the following navigation to move around in the Interview:

Section to section:

« Click one of the Interview Section tabs.

Topic to topic within a section:

« Click the Previous or Next buttons.
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Field to field in a topic:

o Press Tab or Shift+Tab.

Frequently Asked Questions (FAQS)

Frequently-asked questions for the interview topic appear in a bulleted list to the right of the Interview. When you hover over
an FAQ, it turns into a hyperlink. Click the link for the for answers to the question.

Return Manager Rollover Manager E-file Manager Bank Manager _
®

CientInfo  Income [[25) Adjustments  Deductions  Taxes & Credits  Finish

« Which dispositions should | select?

Other Dispositions

Check all of the following that apply te your client during this year. Click FAQ link

["] Lost personal property due to theft/casualty

["] Lost business property due to theft/casy| MerInfe B
7] Sold property, not reported already, usin|  WWhich dispositions should | select?
principal payments on prior year installm Because you have already reportad certain dispositions using the

. Fixed Assets form, you can now complete the balance of your
["] Exchanged business or investment propy client's disposition inf i

FAQ answers
= Casualty or thefts: If you selected ¢{  popup here
disposition you entered when you an$wereraresmors=oont the
disposition of a fixed asset. or if your client suffered losses to other
properties not already reported. check this box so you can
complete the reporting requirement

Property sold under the installment method: Check this box if
your client sold property on the installment sale method and the
sale has not already been reported

Prior-year installment sale: Check this box to report principal

m

["] Disposed of praperty. not reported alrea

E 1 040 Department ofthe Trezeuay—intemal Revemue Service) collections on prior-year installment sales
w

U.S. Individual Income Ta « Exchanged property: If you previously indicated, during the E
For the year Jan. 1-Dec. 31, or other tax year beginning Interview for fixed assets, that your client exchanged property, orif  ~
Vour fast rame Wi =
Geroge Smith [111-11-1111
72 ot r21um, Spotse’s Frst name WT| L=t rame BT Spouse’s social securfty number
Flome address (number 3nd el ¥ you Tave 3 F.O. box, se= Insimgions Fpimo A Ve s v se e

2nd on ine fic are comect

123 Sample ST

Ty, towrn or post ofice, state, and 2IF code. W you Fave a foreign 3337ess, S0 compEte B 3
Kennesaw GA 30144
Forzign Forign Toraign postal code

enarge your tax or

st ensnge your
[ vou [ spouse

PDF Attachments

As part of the IRS Modemized e-File program, some electronically filed returns can be transmitted with certain PDF
attachments. Where the IRS or state allows, specific PDF attachments are either allowed or required. Some agencies also
allow other PDF attachments to be made to the return. The program will offer the ability to attach PDFs where the agencies
have allowed it.

Conditions that Must Exist to Add an Attachment:

The return must have an EF Info Worksheet.

If the PDF you want to add is a form, you must first add the form to the return. See Adding Forms to a Return.
Remove password protection from any PDF you intend to attach in order to successfully e-file the return.

4. The e-file must not be in a Transmitted or Accepted state.

w2

Use Adobe Acrobat or another program to create the required PDF attachment. For instructions on removing password
protection from your PDF files, refer to help for that program.

If you try to add an attachment after you've created an e-file (but have yet to transmit it), the system will prompt you to
=== re-create the e-file.
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Decide What Type of PDFs to Attach

Some forms that are required as PDF attachments may already be in your return as part of the normal tax return preparation
process. See Creating and Attaching PDFs of Completed Forms.

Other required attachments might come from third parties (such as brokerage statements, property tax bills, etc.). See
Creating and Attaching PDFs from Other Sources.

Creating and Attaching PDFs of Completed Forms
Creating PDFs of completed forms in the return:
Once you've completed the form within the return, you can save it as a PDF from within the return.

1. From the open return, click the Print button.

The Print Return Dialog Box appears.

2. Under the Select the copies you wish to print section, click the down arrow and select ATX 2017 PDF Print as
your printer.

3. Underthe What do you want to print section, clear the check box for all the forms except the form you want to
make a PDF.

4. Click the Print button at the bottom of the dialog box.
The Save As dialog box appears.
5. Inthe File name field, enter the name for the PDF form.
%, By default, the system will save the file under the return name. You can keep this name, or modify it to include

- the form number.

6. Click the Save button on the Save As dialog box.

The Print Results dialog box will appear and close if printing is successful. If printing is not successful, you'll
receive a message.

To attach PDFs of completed forms:
1. From the open retumn, click the E-file menu; then, select Attach PDF.

%, |Ifthe Attach PDF menu item is disabled, the current retum does not allow PDF attachments.
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| You must remowe pessword protection from PDF files, or the IRS will not be able to process the e-file

4 Federal 1040
4 1040 EF Info

F2848 or POA that states the agent is granted authority to sign the return ]

F5713 Internaticnal boycott requests/clauses 0 1
F8332 Release of exemption o 7
F1040 5ch D, Qualified Replacement Property Statement 0
F1040 5ch D, ESOP or Coop Stock Purchase Consent [J'J
F2210 waiver documentation showing retirement date and age, ]
F2210 waiver documentation showing disability date ]

Attach PDFs =)

F2210 copy of police report

F2210 copy of insurance company report

F3115 Application for change in accounting method

", You can expand the Attach PDFs dialog box by dragging the right border of the dialog box to the right. This

allows you to view long form descriptions.

2. If the item you want to add is listed in the Attach PDFs dialog box, double-click the attachment (or, click the paper

clip, outlined in red).

The Select PDF dialog box appears.

3. Browse to the location where the PDF is stored.
4. Select the file and click Open.

"%, Most state and IRS programs require certain attachments to be given particular file names. The program will
automatically enforce this naming policy if one of the pre-defined attachment options is selected.

The paper clip is replaced by the View button, Delete button, and the attachment size; which indicates that the

item is attached.

%, ATXallows attachments up to 256K. For attachments larger than 256K you need to reduce the PDF file size by
- scanning the document at a low resolution or by using a 3rd-party PDF downsizing tool.

F5713 Internaticnal boycott requests/clauses
F8332 Release of exemption
F1040 Sch D, Qualified Replacement Property Statement

@
1)
8

136KB

5. Click Close at the bottom of the Attach PDFs dialog box.

Re-create E-file

Continue ¢

@ You must re-create the Federal 1120 e-file after adding or remaving attachments.
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6. Click Continue.
7. Follow instructions in Creating E-files to re-create the e-file.

Creating and Attaching PDF s from Other Sources

To create a PDF version of a paper document that you've received from a third party or via e-mail, scan the
document to a PDF file.

“%, Refertoyourscanner or copier Help file for instructions.

5

,  Toreduce PDF file size, scan documents no higher than 150 dpi and use black and white printing.

To attach PDFs of other documents:
Other documents are any documents not specifically listed in the Attach PDFs dialog box.
1. From the open return, click the E-file menu; then, select Attach PDF.

The Attach PDFs dialog box appears.

2. Scroll down to the bottom of the dialog box and double-click the Other attachment.

The Select PDF for Other Attachment dialog box appears.

3. Browse to the location where you've stored the PDF file.
4. Select thefile and click Open.

The Add Other Attachment dialog box appears.

5. Enter the name for the other attachment and click OK.

Attach PDFs =]
‘L‘ You must remove password protection frem PDF files, or the IRS will not be able to process the e-file
F2210 copy of insurance company report |
F3115 Application for change in accounting methed |
RevenueProcedure2009-20 |
BirthCertificate |
BirthCertificate |
DeathCertificate |
DeathCertificate |
HospitalMedicalRecords |
HospitalMedicalRecords | s
Head Of Household Medical Deduction for Spouse |
4 Other
Other | | =

6. Click Close.
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Viewing and Deleting Attachments

To view the attached PDF document:
From the Attach PDFs dialog box, click the View button next to the document you want to view.
To delete any attached PDF document:
1. From the Attach PDFs dialog box, click the Delete button next to the document you want to delete.

The Remove Attachment message appears.

2. Click Yes.

Duplicating Returns

The Duplicate Return command saves a copy of the active return under another name. Duplicate returns enable you to
consider various scenarios without changing the existing information in the original return. Once you duplicate a return, both
returns will be listed in Return Manager.

To duplicate an open return:

1. Click the Returns menu; then, select Duplicate Return.

Duplicate Return =]

Please enter a name for the duplicate (50 characters maximurn):

Copy (1) of Smithfield Industries

[ Duplicate |[ Cancel |

2. Enter a name for the duplicate return, or accept the name given by the program.
3. Click Duplicate.

To duplicate a return in Return Manager:

1. Select the return you want to duplicate.
2. Click the Returns menu; then, select Duplicate Selected Return.

Duplicate Selected Return [E]

Please enter a name for the duplicate (50 characters maximum):

Copy (1) of Smithfield Industries

[ Duplicate l[ Cancel |

3. Enter a name for the duplicate return, or accept the name given by the program.
4. Click Duplicate.
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Renaming Returns

Renaming the return changes the name of the return as it is stored in the system, but it does not change your client’s name in
the return or any other tax return information.

To rename an open return:

1. Click the Returns menu; then, select Rename Return.

Fename Return (=]
Enter a new name for return: (30 characters maximurm):
Bonds, Larry L and Mary M
[ Rename ] [ Cancel |

2. Enter a new name for the return.
3. Click Rename.

"% Youcanalso click the return name in Return Manager and rename the return when the cursor appears.

To rename a return in Return Manager:

1. Click the Return Name field of the return to be renamed.
2. Typeanew name.

Deleting Returns

You can delete returns from the Return Manager list view, or you can delete the return while it is open.

% A deleted return cannot be recovered.
LY

| —

Deleting Selected Returns

The selected return appears in blue, and is determined by the position of your cursor in the return list.

To delete returns in Return Manager:

1. Highlight the return.
2. Do one of the following:
« Click the Delete button on the toolbar.
« Click the Returns menu; then, select Delete Selected Return.

% If you're working on a network and another user has this return open, you cannot delete the retum; you'll receive
a Locked Return message telling you the name of the other user.
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Delete Return =]

Are you sure that you want to permanently delete this return?

Sample, Sam

A WARNING: Deleted returns cannot be recovered!

Delete Return ] [ Cancel

3. Click Delete Return.
To delete an open return:

1. Open the return you intend to delete.
2. Click the Returns menu; then, select Delete Return.

The Delete Return warning dialog box appears.
3. Click Delete Return.
Deleting Marked Returns

To delete marked returns:

1. Mark the return(s) you wish to delete by selecting the check box next to each desired return.
2. Click the Returns menu; then, select Delete Marked Returns.

Delete Marked Returns =

@ The following marked returns will be deleted:

Name Type Details
Barnes, Karen 1040 Open
Green, Allen and Courtney 1040
Farmer, Louis and Laura 1040
Harrison, William 1040

@ Soeme marked returns cannot be deleted and have been unmarked.

/& WARNING: Deleted returns cannot be recovered!

(7] Help [Delete Marked Retums-] [ Cancel

% Ifareturnis open, it cannot be marked for deletion. This situation applies if it's open on your workstation or if
' it's open by another user on a networked workstation. If you're on a network, the Details column will display
the other user who has it open.

3. Clearthe check box for any returns you do not wish to delete.
4. Click Delete Marked Returns.
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Extensions

When you use the Create/Print Extensions function, all copies will be sent to your default printer. To change your
=== default printer, click the Printer Setup link in the Returns Marked for Printing dialog box. If you use a PDF Printer as
default, your copies will be sent to the location selected in the Browse For Folder dialog box upon clicking Print.

Using the Create/Print Extensions function from the Returns menu of Return Manager automates much of the normal
data entry for this tax preparation task.

The Create/Print Extensions feature:

« Creates Federal and State extensions with or without amounts due.
« Automatically adds the required extension form to each retumn.

« Creates extensions for multiple returns simultaneously .

« Automatically updates the tax returns and prints the forms.

« Creates business and 1040 extensions in the same batch.

You cannot create or print an extension for returns marked Complete.

If you do not install one or more extension forms, the program first processes all available extensions, and then prompts you
to install the missing forms.

Extensions with Zero Amounts

To create/print an extension for marked returns with zero amounts:

1. Inthe Return Manager, select the check box for returns for which you want to create/print extensions.
2. From the Returns menu, select Create/Print Extensions.
3. Select For Marked Returns with Zero Amounts.

Create/Print Extensions =

@ Extension forms will be added and printed for the following marked returns:

Name Details
Brazier, Janice
Gale, Mary A

n 3

@@E Continue ][ Cancel |

4. Select or deselect the returns to include as desired.
5. Click Continue.
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Returns Marked for Printing: 2 =]

You can change print settings in Preferences.

Adjust print settings

-Printing Order

@ Company name/Last name O City
1 Client number I State
_) Current return manager order D Zip

- Copies to print
Filing Copy [C] Client Copy [T] Preparer Copy [C] Custern Copy

@& Help (= Printer Setup [ Print ] [ Cancel

6. Make your printing selections.
7. Click Print.

Extensions With Custom Amounts

This method prints the tax liability currently shown on the return. You can use this amount as the required payment, or you
can enter a custom amount.

To prepare and print extensions with Custom Amounts:

1. Inthe Return Manager, select the check box for returns for which you want to create/print extensions.
2. From the Returns menu, select Create/Print Extensions.
3. Select For Marked Returns with Custom Amounts.

Create/Print Extensions =

Extensicn forms will be added and printed for the following marked returns:
Name Details
Brazier, Janice
Gale, Mary A

‘| n | »

@@E i Continue ] [ Cancel |

4. Click Continue.
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Print Extensions (=
@ Enter a custem amount to override the calculated amount on the extension form.
Return Mame Extension Form Calculated Amount Custom Amount
Brazier, lanice 4808 0
Gale, Mary & 4868 0
@ Help [ Continue l [ Cancel

5. Toenter a different amount due, enter the new amount in the Custom Amount column.
6. Click Continue.

The Returns Marked for Printing dialog box appears.

7. Make your printing selections.
8. Click Print.

Open Return

To prepare an extension from an open return:

You can only create an extension from an open return if you're working on a stand-alone workstation. Network users
=== must close the return first before creating and printing extensions.

1. Click the Forms menu; then, select Extensions.
2. If the correct extension form has been installed, it will be added to the return.
3. Enter the appropriate information.

Amending Returns

You can amend a return using the Amend Return feature. This feature duplicates the return (including all Federal and State
forms) and installs any required amendment forms automatically (as long as they are available).

Some return types require no special amendment forms. In this situation, the program automatically selects the Amended
Return check box on the return's signature form.

All amended returns are saved with the following suffix: (Amended).

When Amendment Forms are Already Installed

To amend a return when amendment forms are installed:

1. Open the return to be amended.
2. Click the Returns menu; then, select Amend Return.

304



Chapter 9: Preparing Returns

If the amendment form(s) are installed, the program adds them to the return and opens the return.

3. Do one of the following:
« For returns with amendment forms, click the amendment form and enter the corrections directly in the Correct

amount column.
« Forreturns without amendment forms, the Amended Return check box will be checked on the signature form
of the duplicate return. Enter the corrections directly on the appropriate form(s) in the return.
4. Complete the explanation section on either the amendment form, or on the appropriate form(s) in the return.

5. Click Save.

The Return Name bears the (Amended) suffix:

Return Mame &

Please enter a return name:

Anderson Associates, Inc(Amended)

Client Mumber: (optional)

[ Save | [ Cancel

6. Click Save.
When Amendment Forms are Not Yet Installed

To amend a return when forms are not installed:

1. Open the return to be amended.
2. Click the Returns menu; then, select Amend Return.

If the forms are not installed, the Forms Not Installed dialog box appears:

Form Mot Installed &3]

@ The form, NY IT-201-X, is not yet installed. Click Update to
download the form from the web.

[ Update ] [ Cancel

3. Toinstall the forms, click Update.
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Update Results =)

/. Updates Completed.
Updated:
@ Connecting to the web server
o Collecting forms information
&# Mo forms downloaded (All forms up-to-date)
& Moforms processed (All forms up-to-date)

4 /v Forms not yet available
NY IT-201-X
= Form Update Report

4. Click Close.

The amended return opens, with the available amendment forms automatically added to the return.

Calculator

To open the Calculator, do one of the following:

« Click the Calculator button on the main toolbar.
« Click the Tools menu; then, select Calculator;
e PressF8.
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Calculator =

%)

v | [ | ws || ma- |

=]l c]|@]=]

L7 )08 ][9]l a]l=]

L4 )05 {6 ][l

E|EDER

[ o JLE

To use the Calculator:

1. Use the mouse or the numeric keypad to enter numbers and operators.
2. Click the = button to perform the calculation.

How To Topics:

« Calculator Preferences

o Calculator Capture

« Calculator Memory Functions
« Calculator Shortcuts

Button Definition Shortcut Alternate Shortcut
MC Memory Clear Ctri+L
. Memory Recall Ctrl+R
— Store in Memory Ctri+M
Add to Memory - Adds current
M= value to value stored in memory. If Ciri+A Cirl+P

avalue is stored in memory, an M
appears to the left of the screen.

307



Chapter 9: Preparing Returns

Button

CE

=)=

e

Definition

Subtract from Memory - Subtracts
current value from value stored in
memory.

Backspace

Clear Current Entry

Clear All

Plus/Minus

Equals

Capture - Captures number from
any field on any form, schedule, or
worksheet (so you may useitina
calculation).

Insert - Inserts calculator value into
current cell on form.

Calculator Memory Functions

The Calculator has standard memory functions.

%, The Calculator stores only one number at a time.

Shortcut

Ctrl+S

Delete

Ctri+Delete

F9

Enter

F11

Insert

Click the MS button to save the number shown on the Calculator.

To access a stored number, click the MR button.

To add to and subtract from a stored humber:

HpowDd =

To clear a number from memory, click MC (Memory Clear).

" Whenyou close the Calculator, any value stored in memory is lost.
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Alternate Shortcut

Ctri+Q

ESC

Enter the number to add or subtract from the number currently stored in memory.
Click the + or - button.
Click MR (Memory Recall).
Click the = button.
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Calculator Capture

The Calculator can capture values from or insert values into any field on a form, schedule, or worksheet. The Capture and
Insert buttons are found side by side on the Calculator (shown below).

To capture a value from a form field:

1. Navigate to the desired field on the form.

2. Open the Calculator by doing one of the following:
« From the Return Manager, click the Calculator button on the toolbar.
« Click the Tools menu; then, select Calculator.
o Press F8.

Calculator &3]

| Mc | [ MR [| ws || M- || -]

e < [@l=

L7 J[ 8 )09 Jle i
L4 ][5 ]l 6 Jlx =]
L1l 23 =
Lo L+

3. Click the Capture button (camera button, outlined in red).
To insert a value from the calculator into a form field:

1. With the value you want to insert displaying on the Calculator screen, navigate to the desired field on the form.
2. Click Insert (outlined in red).

The value appears in the form field.

Calculator Shortcuts

o F8 -Opens the Calculator.
« F11 -If the Calculator is already open, copies the value from the current field to the Calculator.
« Insert - Copies the current Calculator value to the selected field on the form, schedule or worksheet.
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« Backspace - Erases most recently-entered digit.
» Delete - Clears the Calculator (but not the current calculation result).
o ESC - Clears both the Calculator and the current calculation result.

Information Worksheet/Signature Form

When you create a new return, if you do not select a primary form (signature form), the program automatically adds an
Information Worksheet (or Info Sheet) to the return. This is a default preference.

The Information Worksheet enables the preparer to gather basic information on the taxpayer. This worksheet consists of the
following pages:

o Company Information Worksheet
« Individual Information Worksheet

%, Ifyoulater add a signature form to the retum, it replaces the Information Worksheet. Data entered on the Information
- Worksheet is automatically transferred to the signature form, if applicable.

Signature Forms

A Signature Form is the primary form on which the taxpayer (or representative) signs the return. Examples include Form
1040, 1120, and 1065. Most Federal and State returns include a signature form.

The product only allows only one Federal signature form per return; however, you can include as many State signature forms
as your client needs.

%, Signature forms cannot be renamed in the system.

"%, You can change the Federal signature form in most returns without losing data. For example, you can change from Form
1120 to Form 1065 and retain the data you already entered.

Company Information Worksheet

The Company Information Worksheet (Company Info tab) is the first page of the Information Worksheet. When preparing a
company return, preparers use this default form in lieu of a Federal signature form.

Section Field Name Description
Company Company Name Company or owner name.

Doing Business As If an owner is listed in the Company Name field, enter DBA in this field (e.g. "Mark

Smith, LLC").
Federal EIN Federal Employer Identification Number.
State ID Company's State Identification Number.
Address Street, Suite Street address and suite number of the company.
City, State City and State locations for the company.
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Field Name
ZIP Code
Foreign Country

Contact Person

Telephone
Number

Fax Number

Cell Phone
Number

E-Mail Address
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Description
ZIP code for the company.
If the company is in a foreign country, name of country.

Contact person at the company.
Primary phone number for the company.
Fax number for the company.

Cell number for the contact person.

E-mail address for the contact person.

For Date

Form Dates

Beginning

For Date Ending

Date Incorporated

Individual Information Worksheet

Preparing a return for calendar year or fiscal year beginning on this date.

Preparing a return for calendar year or fiscal year ending on this date. Will link to all
forms opened in the return.

Date that the company was incorporated.

The Individual Information Worksheet (Info Sheet tab) is page two of the Information Worksheet. A check box at the top of
the worksheet allows you to print it.

The Individual Information Worksheet contains the following fields:

Section

Filer and Spouse

Address

Field Name

Filer's Name fields

Filer's SSN

Spouse's Name

Spouse's SSN

Street, Apartment No.

City, State

ZIP Code

Foreign Country

Description

First name, Middle Initial, Last Name, Suffix (Mr., Ms.,
etc.).

Filer's Social Security Number.

Spouse's First name, Middle Initial, Last Name, Suffix (Mr.,
Ms., etc.).

Spouse's Social Security Number.

Filer's street address and/or apartment number.
Filer's city of residence.

Filer's ZIP Code.

If the filer lives in a foreign country, enter the name of the
country.
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Section Field Name Description
Fields for Home, Work, Cell, and Fax numbers. Check the
Phone number phone number that the filer considers their Daytime
number.
E-mail address Filer's E-mail address.

Choose from the following: Single, Married filing jointly,

Filing Status Check Boxes Married filing separately, Head of household,

Qualifying widow(er) with dependent child.

Checking Returns for Errors

The Check Return feature checks a return for common errors and missing data. The process of checking a return for errors is
also called diagnostics.

‘\1 Even if you're paper filing, running Check Return helps you avoid IRS rejections and/or issues with your client's
= return.

The Check Return feature:

Recalculates the retumn before scanning it for errors, critical omissions, and warnings.
Adds missing or associated forms that should be included in the return.

‘\1 If a form was previously attached to the return and discarded, it will not be included.
Lists errors that must be corrected in order to file the return.
Lists informational diagnostics you may want to review but don't require action on your part.
Reports any fields whose amounts were overridden or marked as estimated.
Lists errors specific to e-filing as well as basic errors relating to either form of filing.
Lists errors specific to paper filing as well as basic errors relating to either form of filing.

A Although the Check Return feature identifies missing and/or inconsistent information, it cannot verify the
=== accuracy of the information provided in the return.

To check your return for possible issues:

1.

2.
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From the open return, do one of the following:

« Click the Check Return button on the toolbar.

« Click the Tools menu; then, select Check Return.
o Press Ctrl+E.

The Diagnostics pane appears. It displays errors and warnings.

In the Diagnostics pane, click an error or warning.
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The selection is highlighted in blue. In the form area, the system jumps to the corresponding field in the form:

rried flinn senarstaly Entar enoes's RSN ahme
.

Pages & Worksheets | ¢ |1 |2 | Checks | FilersInfo | Ln6c - Dependents | Ln7 - Wages | Ln10 - TaxRefund | Ln 11 - Alif » | Zoom

Click the items below to locate on the form

U

== E= S [Dos
ClearFilters _|i-spoesratrans AT Cestrams S| Spouse's social security number
Famcia T |Doe E
SchEPgl E
o Toresswes ot e Tyauves PO 5o s eomaiors e A e
[L00EFIfo | e il
1099-MISC |75y town or past ofice. siate, and ZIF cade. T you have 3 foreign S3aress, 55 CompIEts Sp30es below (522 TETUGIans).
Election Campaign
oo, Rome GA 30156 g
4797 Foreig iy name Foreign Foreign postal code 1 oang
oox e i it cnangs yaur s ar
5532, won [ ] You [ ] Spouse
8825
il Head of household (with qualifying person). (See instructions.) If
W-2 Filing Status 1 ol 4[] s pousroi v aityna mse) (as ey
2 arried filing jointly (even if only one had income] 's
Fixed Assets 'q jointly ly ) ehild's name here. ~
- i

100%

| ReCheck | [ Print Close

J{

I

Help

150f 28
O 1040
Errors O} 10:0
Warnings 0]
Informational | 1040
Estimates £l 1040
Cowrds £ 10
Notes 0l 100
]
[ Paper File [C] 1040 EFInfo
E-File | Info
o} Info
&} Info
[7] Hide Marked [ Inf
[ 1040 EF Info
ClearFitters | |

Error
Error

Error

Error
Error

Error
Error
Error
Error

o Error

Error

The filing status should be Married Filing Joint when the spouse's first name is entered.
The filing status should be Married Filing Joint when the spouse’s last name is entered,

The filing status must be entered.

I the total income, AGL tax,

ba
Spouse information may no g

Diagnosticspane | aricd Filing Joint.

The Electronic Filer's Identification Number (EFIN) must be 6 numeric digits.

Either the Practitioner PIN or a Self-Select PIN signature option must be selected.
The ERO's PIN must be numeric.

The ERO's name must be entered to e-file,

The ERO's EFIN is not valid,

Return cannot currently be filed due to inclusion of one or more IRS delayed forms

yments are all zero then this Form is not eligible for e

3. Correct the error, as necessary.

4. Click the Re-Check button on the Diagnostics pane to clear the error.

%, The Diagnostics pane also appears when you create an e-file, and the button name changes from Re-Check
to Re-Create E-file(s). See Creating E-files.

6. Repeat the steps above until you've cleared the Diagnostics pane of errors.
7. Afteryou have corrected the errors, create the e-file. See Creating E-files.

contain informational or warning messages.

Clear Filters button to display any errors that were previously hidden.

Printing Check Return Diagnostics

You cannot electronically file returns that contain errors or estimates. However, you can electronically file returns that

To hide specific errors temporarily, select the boxes next to the errors and click the Hide Marked check box. Click the

To print a report of your Check Return results, click the Print button above the Diagnostics pane.

Check Return Filters

The Check Return feature has a filter pane to the left of the window that allows you to sort through messages you'd like to

see when you calculate a retumn.

Filter Types

You can select any combination of filters:

« Errors - Displayed in red. You cannot electronically file returns that contain errors.
« Warnings - Displayed in orange. You can file a return containing a warning.
« Informational - Displayed in blue. You can file a return containing an informational message.

« Estimated amounts - Displayed in red, like errors (you cannot file returns with estimated amounts).
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Overrides - Displayed in blue.

Notes - Displayed in black (permanent notes) and red (needs review notes). When you click a Note entry, the Notes
pane opens. See Preparer Notes.

Paper File - Errors relating specifically to paper filing requirements. Displayed in red.
E-File - Errors relating specifically to e-filing requirements; displayed in red.

You cannot electronically file returns that contain errors or estimates. The system will give you a message
=== asking you to correct the message.

Hide Marked - If you check on individual problems in the filter pane, you can hide those from the diagnostic output.

Clear Filters - Click the Clear Filters button to clear all the filter selections and to display all the information
available in all of the categories.

Using the Check Return Filter

To select which data you want to view:

1.

w

Select one or more of the diagnostic filter check boxes to the left of the Check Return diagnostic pane to display
only the desired messages.

To hide a specific diagnostic result from view, select the box next to it, and then check Hide Marked.
To display previously hidden diagnostics, click Clear Filters.
After you've made the appropriate changes to the retumn, click Re-Check.

Fixing a Check Return Issue

Tofix issues in your return, click the item in the Check Return diagnostic pane. This will take you directly to the source field
in the form.

Reviewing Overridden Fields

Because the program keeps track of overridden fields, you can display a list of all fields you have overridden.

To view the list of overridden fields, follow these steps:

1.
2.

3.
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Open the return.
Click the Check Return button on the toolbar.

Click the items below to locate on the form Re-Check | [ Print | [ Close ‘ [ Help
21 0f 30
5 O 1120 Error The accounting methed box must be checked,
rrors
[¥] Warnings %
[¥] Informational ]
Estimates B
Overrides B
Motes B
O
["| Paper File O
E-File ]
[} | 1120 Override  On sheet '1' you entered a value of '94888"
. | 1120 Override  On sheet '1' you entered a value of 737477
[C] Hide Marked [[] TIZ07SEFInfo Error Selecta pa-friem option,
[C] 1120/SEFInfo Error Date Signed is a required entry.
Clear Filters [C] 1120/SEFInfo Error Officer name and title are required.
% 1120/SEF Info Error Signature Method is required; select either Option (1) PIN or Option (2) Scanned 8453,
7004 Error The ERO's PIN must be numeric,

In the filters area of the Check Return pane, select Overrides.
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The program displays a list of the fields you have overridden and their current values.

4. Click any item in the list to navigate directly to that field.

Customizing Master Forms

Master forms are the forms and worksheets included with the program which you access from the Select Forms Dialog
Box. You can customize master forms to better meet your business needs and save data entry work. For example, you can
customize the 3rd party designee on Form 1040.

When you save a customized master form, it replaces the original form in the Select Forms Dialog Box and has a status of
Customized. Thereafter, the customized version is used when that form is added to returns.

You can easily restore any customized Master Form to its original state. See Restore Customized Master Forms.

“%. Returns created prior to the customization are not updated with the customized master form.

You can customize a form in any of the following ways:

« Inserting Text on Forms

« Inserting Pictures on Forms
« Creating Itemized Lists

« Creating Text Lists

« Creating Custom Lists

To customize a master form:

% _Close all open retuns before customizing master forms.

1. From Return Manager, click the Forms menu; then, select Customize Master Forms.

Customize Master Forms B
Customnize  View
4 @0
Open Forms Clear View Form Help Cancel
[C] Find: (Ctrl+F) Mame Description Status PDF Approved PRS  +
1040 Individual Income Tax Return Installed -
10404 Individual Income Tax Return - Short Form Installed 1
[] Fecleral 1040-C Departing Alien Income Tax Retumn Installed
Eftna(t:l All = | 1040EZ Income Tax Return for Single and Jeint Filers Unavailable
1040NR Monresident Alien Income Tax Return Installed
] Individual 1041 Income Tax Return for Estates and Trusts Unavailable
[ Corporation 1120 Corporation Income Tax Return Installed
E E;ffgz?gﬁim 1120-FSC Income Tax Return of Foreign Sales Corporation Installed View Instr v
[ Fiduciary 1120-I1C-DISC Interest Charge Domestic Sales Corporation Installed View Instr L4
£l Exempt Org 1120-5F Income Tax Return for Settlement Funds Installed View Instr L4
E g‘:';‘ﬂﬁ‘ Use 990 Retum of Organization Exempt from Income Tax  Unavailable
[ Benefit 990-PF Return of Private Foundation Unavailable
|| Estate Info Sheet Information Sheet Installed
[ it . Sch A (1040) Itemized Deductions Installed
[T] Applications X :
O] Spanish Sch C (1040) Profit or Loss frem Business (Sole Prop.) Unavailable
Sch E (1040) Pagel Supplemental Income and Loss Page 1 Installed
[] Selected Forms Sch F (1040) Profit or Loss frem Farming Unavazilable
Sch K1 (1065) K-1 (1065) Partner's Share of Income, Deductions Installed
Sch K1 (11205) K-1 Shareholder's Share of Income, Deductions, Cr.  Installed
1040-E5 Estimated Tax for Individuals Installed
1040-ES (NR) Estimated Tax for Nonresident Alien Individuals Installed .

%%, SeeCustomize Master Forms Dialog Box.
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2. Select aform.

"%, You cannot select more than one Federal signature form at a time, but you can select a Federal signature form
' and any other non-signature forms and schedules.

3. Click the Open Forms button.
The customizable form opens as though it was a new return named Customize Master:

Return Manager Rollover Manager E-file Manager Bank Manager Example, Sam x _

Returns Edit Tools Mavigate Forms Support
1040
£ Department ot the Traasury—inemal Revenue Service %)
' 1040 U.S. Individual Income Tax Return OMB Mo. 15450074 | IRS Use Only—Da nat Wil or £13pie In ls Epace.
Fortha year Jan 1-Dec 31, Sther tax year baginning ending See separate instructions.
Your retname W1 Castrame SR | Your sovial sevarity number
1f 2 joint return, spouse’s first name. WT| Lastname Sufx Spouse’s social security number
Tome address [number =nd sreet). Fyou have a PO Box, 522 insirucians. Fpt o A Ve e eSSt e
and on line Bc are correct.
“City, town or post offic=, state, and 21F cade T you have 3 Torsign address, ok e Presidential Election Campaign 3
Check here If you, o your spcuse I fing
..... Foreign Foreign postalcode | fénty. want 33 1o g3 to s funa. Cneciing
 box below il nat change yur xar
refung D You D Spouse
- 1 Single 4 Head of household {with qualifying persan). (See instructions.) If
FIII"D Status EI gl EI the qualifying person is a child but not your dependent, enter this
2 || Mearied filing jointly (even if only one had income) childs name here
3 [ Married fiing separately. Enter spouse’s SSN above
and full name here. - i i
Check anly one > i First name Tt rame TEN
box. First name Tastrame 5 [_] Qualifying widow(er) with dependent chid
Bores crected
Exemptions  6a [_| Yourself. If somsone can claim you as a dependent, do not check box 62 . } on 2 and 10 0
b[lswuse - ‘,‘ ::::\:..n
c_Dependents: 4 Y fentit ncerage 17
p - {2) Dependent's. {3) Dependent's. ® Ived with you 0
Enter Dependents on “Ln 6c - Dependents™ tab beiow. [ funprapmring el Lo Lot
{1) First name: Last name (22 Instructane) you due o divarce
If more than four O or separstion 0
see U Dependents on B
instructions and O notenterea svove 0
cheskhers &[] O P
d Total number of exemptions claimed . . . . _ . . . . . .. . .. ... ... ...  |sma &
Income 7 Wages, salaries, tips, etc. Aftach Form(s) W.2 . . . . . . E 7
8a Taxable interest. Altach Schedule Bif required . . . . - [
Attach Form(s) b Tax-exemptinterest Do notincludeon line8a N 8b
::n’:f::'::“ 9a Ordinary dividends. Attach Schedule B ffrequired . . . R - - 9a
o b Qualfieddividends. . . . . . . . . ... . | o | | v
v

Pages & Worksheets | 4|1 |2 | Checks | FilersInfo | Ln 6c - Dependents | Ln7 - Wages | Ln10 - TaxRefund | Ln11 - Alimony R[» | Zeem D 100%

4. Modify the forms as needed.
5. Do one of the following:
« Click the Save button on the toolbar.
« Click the Returns menu; then, select Save Masters.
o Press Ctrl+S.
o Close the Customize Master tab.
6. Close the form.

The form now has a Customized status when you view it in the Select Forms Dialog Box:

(=]

Customize Master Forms
Customize  View

g o @O

Open Forms Clear View Form Help Cancel

[C] Find: (Ctrl+F) MName Description Status. PDF Approved PRS
1040 Individual Income Tax Return Custornized L
10404 Individual Income Tax Return - Short Form Installed 1
[ Federal 1040-C Departing Alien Income Tax Return Installed
E iy Al || 1040ez Income Tax Return for Single and loint Filers Unavailable
1040NR Monresident Alien Income Tax Return Installed

Customized Fields Have Gold Background

When you view the form in an open return, customized fields have a gold background:
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Designee Designes's’ Phaone

Third Party Do yol tg allow ancther person to discuss this return with the IRS (see instructions)? D Yes. Complete bel:l_
Paggsonal identification
name e - - - no. [ JFIN) [ ’_

%, This background color will not appear on printed copies of the form.

E If you make changes to the customized fields in a customized master form, the Restore Customized Master Forms
function will restore the customized value to the field - not the original value before customization of the form.

Customize Master Forms Dialog Box

The Customize Master Forms dialog box allows you to select forms that you'd like to customize to better meet your
business needs, or to save you data entry time. For step-by-step procedures, see Customizing Master Forms.

To access the Customize Master Forms dialog box:

From Return Manager, click the Forms menu; then, select Customize Master Forms:

Customize Master Forms =)
Customnize  View
o 4 @0
Open Forms Clear View Form Help Cancel
[C] Find: (Ctrl+F) Name Description Status PDF Approved PRS
1040 Individual Income Tax Return Installed -
10404 Individual Income Tax Return - Short Form Installed 1
"] Fecleral 1040-C Departing Alien Income Tax Retumn Installed
Eftﬂa{t:l Al - ‘ 1040EZ Income Tax Return for Single and Joint Filers Unavailable
1040NR Nenresident Alien Income Tax Return Installed
[] Individual 1041 Income Tax Return for Estates and Trusts Unavailable
["] Corporation 1120 Corporation Income Tax Return Installed
E E Crtorporhatlon 1120-FSC Income Tax Return of Foreign Sales Corporation Installed L 4
artnershi
[ Fiduciary P 1120-I1C-DISC Interest Charge Domestic Sales Corporation Installed v
7] Exempt Org 1120-5F Income Tax Return for Settlement Funds Installed L4
E EEIES ﬁi =z 990 Return of Organization Exempt from Income Tax Unavailable
ayro
O] Eaﬁeﬂt 990-PF Return of Private Foundation Unavailable
] Estate Info Sheet Information Sheet Installed
[l Gift Sch A (1040) Itemized Deductions Installed
"] Applications ) :
O Spanish Sch C (1040) Profit or Loss from Business (Sole Prop.) Unavazilable
Sch E (1040) Pagel Supplemental Income and Loss Page 1 Installed
[] Selected Forms Sch F (1040) Profit or Loss frem Farming Unavailable
Sch K1 (1065) K-1 (1065) Partner's Share of Income, Deductions Installed
Clear Filters ‘ Sch K1 (11205) K-1 Shareholder's Share of Income, Deductions, Cr.  Installed
1040-ES Estimated Tax for Individuals Installed
1040-ES (NR) Estimated Tax for Nonresident Alien Individuals Installed
4nan e m P S S S RS R R | 1 &

The Customize Master Forms dialog box functions in much the same manner as the Select Forms Dialog Box, with the
exception of menu items and buttons in the chart below.

Menus and Buttons unique to the Customize Master Forms dialog box:

Menu Menu Item Description Button

Customize Open Selected Master Forms (Ctrl+O) Opens all highlighted forms. Open Forms
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Menu Menu Item

Restore Single Selected Master Form

Clear All Forms
Selection

Cancel

View View Last Selected Form

Choose State

Government Instructions

Description

When you've selected a customized
return, this menu item launches the
Restore Master Form dialog box that
enables you to restore the form to its
original state.

De-selects all highlighted forms.

Closes the Customize Master Forms
dialog box.

Opens the last form selected and displays
it in a Print Preview, read-only window to
determine if it is the desired form. Enables
you to print a blank copy of the form.

Expands the All drop down list in the
Federal/State/Local area of the dialog
box filters. From the list, you can select a

state. The forms list is filtered accordingly.

Opens Government Instructions for the
selected form.

Restore Customized Master Forms

%, Only one customized master form may be restored at a time.

To restore a customized master form to its original state:

1. Fromthe Return Manager, click the Forms menu; then, select Customize Master Forms.

The Customize Master Forms Dialog Box appears.

2. Select the form you want to restore.

3. From the Customize menu, select Restore Single Selected Master Form.

Restore Master Form

@ Restoring a master form will destroy all modifications!
You can not unde this process,

Are you sure that you want to restore the master form?

E]

Restore I [ Cancel

4. Click Restore.

Button

Clear

Cancel

View Form

In the Customize Master Forms Dialog Box, notice that the Status of the form changes back to Installed, the form's

original state.
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Lists Overview

In ATX, you can create several types of lists and attach them to a form field. Once created, you can export the lists to a
separate .csv file, or print the list as part of the return. You can create the following types of lists:

« Itemized Lists: Anitemized list is a list of items with associated dollar amounts. When you build the itemized list on
a field, the system totals the item and places the total in the form field. Typically, you could create an itemized list on
a form field that requires you to total several items.

« Text Lists: The text list is a list of items with no associated dollar amounts.

« Custom Lists: The Custom List feature enables you to define the rows, columns, and data types that you want to
appear in a list or spreadsheet. Like itemized and text lists, a custom list is created on a specific form field.

Creating Iltemized Lists

The Itemized List function enables you to create a list of items with corresponding amounts that can be attached to a
specific field on a form. The total for the items appears in the field where you created the list. The itemized list becomes a
permanent part of the form.

%, By default, Itemized Lists are rolled over from the previous year or period. To change this default behavior, see
Rollover Manager Preferences.

To create an itemized list on a field in a return:

1. Inan open retumn, open the form to which you want to add the list.

2. Move the cursor to the field where you want to add the list.

3. Do one of the following:
« Click the Forms menu; then, select Lists; then, select Itemized Lists.
« Right-click; then, select Itemized List.
o Press Ctrl+l.

Tternized List =
List Name: Unnamed Iternized List
Import | Export | Add Recordis) 1 = Delete Record | Find:
Description J:‘:Ij To Form
il
0
OK ] [ Cancel

"% Thecursoris positioned in the List Name field.
4. Inthe List Name field, enter a list name.

5. To enter the first item, place your cursor in the first row (1) and enter the Description and Total.
6. Toadd another item to the list, click Add Record(s).
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A blank record (row) appears (2) below the first row.

7. Repeat this process until you've completed your list.
8. Click OK when you're finished.

The form field now contains the total of the itemized list. The green background indicates that a list is attached to
the field:

8,590

To open a list:

Place your cursor on any field with a list, and then click the JumpTo arrow.

Features of Itemized List Dialog

Field/Button/Check Box Description
List Name Enter a name for the list, as desired.

Import Allows you to import a .csv file into the list. See Importing Existing Files into

Lists.
Export Enables you to export the list as a .csv file. See Exporting Lists.
Add Record(s) Adds a row to the list.
Delete Record Deletes the selected row from the list.
Apply Sort to Data Not available with itemized list.
Find Enter criteria by which you can search for an item in the list.
OK Saves items added to the dialog box and closes the dialog box.
Cancel Closes the dialog box without saving.

Creating Text Lists

The Text List function enables you to add a text list to fields on a form. Unlike the Itemized List, the Text List doesn't have
numeric values associated with it.

%, By default, text lists are rolled over from the previous year or period. To change this default behavior, see Rollover
- Manager Preferences.

To create a text list:

1. Inan open return, open the form to which you want to add the list.

2. Move the cursor to the field where you want to add the list.

3. Do one of the following:
« Click the Forms menu; then, select Lists; then, select Text Lists.
« Right-click; then, select Text List.
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Text List =
List Name: Unnamed Text List
AddRecord(@) | 1 Delete Record Find:
Description
1

"% Thecursoris positioned in the List Name field.

4. Inthe List Name field, enter a list name.
Place your cursor in the first row (1) and enter the Description and Total.
6. Toadd anotheritem to the list, click Add Record(s).

o1

A blank record (row) appears (2) below the first row.

7. Repeat this process until you've completed your list.
8. Click OK when you're finished.

The green background on the form field indicates that a list is attached to the field:

G (a} Description of property

i B

Opening Lists
Fields that have an associated list appear with a green background.
To open a list:

Place your cursor on any field with a list, and then click the JumpTo arrow.

Features of Text List Dialog

Field/Button/Check Box Description
List Name field Enter a name for the list, as desired.

Import button Allows you to import a .csv file into the list. See Importing Existing Files into

Lists.
Export button Enables you to export the list as a .csv file. See Exporting Lists.
Add Record(s) button Adds a row to the list.
Delete Record button Deletes the selected row from the list.
Apply Sort to Data button Not available with text list.
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Field/Button/Check Box Description

Find field Enter criteria by which you can search for an item in the list.
OK button Saves items added to the dialog box and closes the dialog box.
Cancel button Closes the dialog box.

Creating Custom Lists
Design your own list that can be directly associated with a form field. Define the rows, columns, and data types that you want
to appear in the list. If you're planning to re-use this list, save it as a template, so you can re-use it in other returns.

%, Custom lists will roll over with any retums you roll from the last month or last quarter.

The two-part Custom List dialog box allows you to simultaneously:

« Designthelist;
» View and edit the list.

You can also choose to save the list as a template to be used on other lines or in other returns.

Custom List Dialog
To open the Custom List dialog box:

1. Inan open return, open the form to which you want to add the list.

2. Move the cursor to the field where you want to add the list.

3. Do one of the following:
« Click the Forms menu; then, select Lists; then, select Custom List.
« Right-click; then, select Custom List.

322



Chapter 9: Preparing Returns

Custom List

+  Design Your List
List Source: @ Create from scratch

Add Column |

Column Mame

Columnl

(~) View & Edit Your List

List Mame:  Unnamed Custom List

Use a Template:

Save As Template |

Celumn Formatting Link Column Total Te Form

Text

Column1

TR R Y N T A

=

Import ‘ Export | Add Record(s) 1 % Delete Record ‘ Find:

OK Cancel ‘

About the dialog box

The Custom List dialog box is made up of two window panes:

Design Your List pane

If you're creating a brand new list from "scratch," the Design Your List pane (top) helps you 1) create the columns you want
in your list; 2) determine the format of the data in each column (such as Text, Date, Number, or Percent); and 3) indicate

whether or not you want a column's total to link to the form.

View & Edit Your List pane

The bottom pane allows you to view and/or edit the list that you designed in the Design Your List pane. You can also import
data from another list (saved in .csv format) and/or export data to a .csv file.

Designing a List from Scratch

To design a completely new Custom List from scratch:

1. Follow directions above to open the Custom List dialog box. The Custom List dialog box opens. The Create from

scratch radio button is already selected.

2. Tabto the first row under the Column Name. Enter the first column's name (by typing over the default text).
3. Tabtothe Column Formatting field; when the drop-down arrow appears, click the arrow. The list of available

formats appears:
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Column Formatting 1

Teut -

S5M [000-00-0000]

EIM [00-0000000]

Date [m/d/ yyyy]

Date [mm,/ddyyyy]
Mumber [# 0]

Mumber [£220.00]

Mumber [§* £ £80.5% - #20]
Mumber [5* £ 220.00;5* -2 #20,00]
Percent [0%]

Percent [0.00%]

Phone [(000) 000-0000]

Select the type of data format for the information in that column.
To set up another column, click the Add Column button.
Repeat steps 2 through 5 for every column.

(OPTIONAL) If you'd like the total from one column to be linked to the form, click the Link Column Total To Form
check box for that column.

N o o s

“%_ Only one column in each list can be linked to the form.

8. Inthe List Name field (in the View & Edit Your List pane), enter a name for your list.

When you're finished setting up your columns, the list should appear in the View & Edit Your List pane:

Custem List =]

~  Design Your List

List Source: @ Create from scratch Use a Template:

Column Mame Column Formatting Link Column Total Te Form
Description Text

Amount Number [§* #,220,5* -2,220]

Date Acquired Date [mm/dd/yyyy]

#  View & Edit Your List

List Mame; Unnamed Custom List

[Import ‘ [ Export ‘ [ Add Record(s) | 1 %[ Delete Record Find:

Amount

Description Linked To Form

Date Acquired

JW o NS ;e W e
m

@ e o)

9. Click OKto save the new custom list in that field on the form.
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The dialog box closes. The list is saved on the field where you entered it. The field background color is tured

green, indicating the presence of a list.

Opening a Custom List

To open a custom list:

1. Inanopen retum, place your cursor in a field that has a custom list (fields with lists have green backgrounds).

2. Do one of the following:

« Click the Forms menu; then, select Lists; then, select Custom List.

« Right-click; then, select Custom List.

Custom List

~  Design Your List
~  View & Edit Your List

List Mame:  Unnamed Custom List

[Impnrt ‘ [ Export |

| Add Record(s) |

1 % [ Delete Record Find:

0@ o @ R e

=

Description

Armeunt

e — Dste Acquired

QK | Cancel ‘

Removing a List from a Field

To remove a list that that's been added to a form field:

1. Inthe open return, place the cursor in the field with the list you want to remove.

2. Click the Forms menu.

3. Select Lists; then, select Remove List.

Rermowve List

2

1

/) Are you sure you want to remove the selected list?

El

Remove ] [ Cancel

4. Click Remove.
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Deleting Columns
To delete a list column:

1. Click the Delete Column button in the Design Your List pane (top).

Delete Column Confirmation =

@ Deleting the column, Descripticn, will delete all data currently in
that celumnn. Are you sure you would like to delete this column

from your list?

Delete Cu:ulumn] [ Cancel

If you have entered data in the column you're deleting, you will lose the data.

—

2. Click Delete Column.

Saving a List as a Template

Once created, any list can be saved as a template for use in any return. Users can roll over their own custom list templates
from year to year by selecting the Custom List Templates check box at the bottom of the Rollover Manager. See Rollover
Other Data.

To save a list as a template:

1. From the return, place your cursor on the green field with the list.

2. Do one of the following:
« Click the Forms menu; then, select Lists; then, select Custom List.
« Right-click; then, select Custom List.

The Custom List dialog box appears.

3. Click the Save As Template button.

The Template Name dialog box appears.

4. Enterthe name of the template:

Template Mame =]

Enter a name for your new template:
Cancel |

5. Click Save.
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The List Source has now been changed, and the template appears in the drop-down:

# | Design Your List
List Source: Create from scratch| @ Use a Template: | Basic = |
[Add Column | [ Delete Column | |i Save Template | [ Manage Templates |

This template will now be available whenever you open the Custom List feature.

Updating a Template
To update a template:
1. Open the Custom List dialog box.
%, SeeOpening a Custom List.
2. Click the down arrow beside the Design Your List pane.

3. Select the Use a Template radio button.
4. From the drop-down list, select the template you want to update:

Update List Source Confirmation ]
Updating the list scurce will delete all data currently in your
custom list, Are you sure you want to update the list source?

Update List Su:uurce] [ Cancel

5. Click Update List Source.

The Custom List dialog box opens.

6. Inthe Design Your List pane, make changes to the columns, data format, or link to form selection.
7. Click the Save Template button.
8. Click OK.
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Managing List Templates

The Manage Templates function allows you to delete or rename a template.
To delete a custom list template:

1. From the Custom List dialog box, click the Manage Templates button.

Manage Templates

Ternplate Mame Delete

Baszic

Double-click a template to edit the name.

Save ] [ Cancel

2. Select the Delete check box for the template.
3. Click Save.

To rename a custom list template:
1. From the Custom List dialog box, click the Manage Templates button.

The Manage Templates dialog box appears.

2. Double-click the template name.
3. Type the new name in the field (overwriting the old name).
4. Click Save.
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Importing Data into a List

You can import data from any file saved in .csv format into a new or existing custom list. See Saving an .xIs as .csv.

However, before you import, please note: the number of columns in the import data must match the number of columns in the
custom list. If you have the same number of columns, proceed with your import; if you don't, it makes this a two-part process.
First, you must set up or adjust the number of columns in the custom list to match the number of columns in the imported
data. When this is done, you can then import the data.

Part 1: Setting Up Columns to Receive the Imported Data

%, Before you begin, you must know how many data columns you'll need in the list to accommodate the imported data.

1. Open the Custom List dialog box.

2. Inthe Design Your List pane, click the Add Column button until the number of columns you've added matches the
number of columns in the import file.

Part 2: Importing the Data

1. From the Custom List dialog box, in the Design Your List pane, click the Import button.
2. Select the .csv file to import.

%, Seelmporting Data from .csv Files.

Exporting Data from the List

You can export data from a custom list to a .csv file.

To export data from your list, see Exporting Lists.

Importing Existing Files into Lists

The Import functionality in itemized, text, or custom lists uses a general .csv import function used in other areas of the
application to import existing data from a .csv file into your newly created text, itemized, or custom list.

To import an existing list in .csv format into a text, itemized, or custom list:

1. Open the form where you want to create the list with the imported data.

2. Place your cursor in the field where you want to create the list and do one of the following:
« Click the Forms menu; select Lists; then, select the list type you want to create.
« Right-click; then, select the list type you want to create.
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Trernized List

List Name: Unnamed Iternized List

[Impor‘t | [ Export | [ Add Recordis) ‘ 1 Delete Record | Find:

Total
Description Linked To Form

OK ] [ Cancel

3. Click the Import button in the upper left corner of your List dialog box.

Import Detail Data

Import data from a CSV file directly into K-1 Allecation Detail Schedule

Import from: Browse... |

5'5 Select a destinatien field for each column you want to import. Unselected columns and/or rows will not be imported.

Import Method: @ Append below existing records
Permanently delete all data prior to import

4. Toimport the .csv file, click the Browse button.

The Open dialog appears.

5. Navigate to the .csv file you want to import.
6. Click Open.
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Import Detail Data =]

Import data from a C5V file directly into K-1 Allecation Detail Schedule

Import from: Cilsersh 11065 K1 data 25 records.csv Browse...

[--Please Select-- - | l--plEESE Select-- - ‘ [--PIEESE Select-- - | [--P\Easa Select-- - | [--Plaase Select--
| Name First Name or Business Name[M.L Last Mame Suffix
| First Mamel A Last Namel |First Namel A Last Mame 1
| First Mame 2 B Last Mame2 | First Name 2 B Last Mame 2
| First Mame 3 C Last Name 3 |First Name 3 C Last Mame 3 .
| First Mame 4 D Last Name 4 |First Name4 D Last Mamne 4 1
| First Mame 5 E Last Name 5 First Name 5 E Last Mamne 5
| First Mame 6 F Last Name® First Name & F Last Mame &
| First Mame 7 G Last Mame 7 |First Name 7 G Last Mame 7
| First Mame 8 H Last Name 8  |First Name § H Last Mame 8
| First Mame 91 Last Name 9 First Name 8 1 Last Mame 8
| First Mame 10 J Last Name 10| First Name 10 J Last Mame 10
| First Mame 11 K Last Mame 11 |First Name 11 K Last Mame 11
| First Mame 12 L Last Name 12 |First Name 12 L Last Name 12 .
W1 Firct Mlame 12 M | ast Mame 12 [Firct Name 13 L¥ | act Mame 13
‘ »

5'5 Select a destinatien field for each column you want to import. Unselected columns and/or rows will not be imported.

Impoert Method: @ Append below existing records
Permanently delete all data prior to import

7. Select the check box for any row of data you want to import. To select all rows, select the topmost check box
(outlined in red).

8. Ineach column header, click the drop-down arrow (beside "Please Select") and select an information type for that
column of data.

o [Descript\on - | [Date acquired - | [Date sold = | [Sales price - | [Cost or other basis =

+| Description Sale Price

%, Forcolumns to which you cannot assign an information type, leave the program default (Please Select) or
select Omit this column from the drop-down menu.

9. Atthe bottom of the dialog, select one of the following Import Methods:
« Append below existing records - this option adds the import data you select.

« Permanently delete all data prior to import - this option deletes all the existing data and imports only the
information selected here.

10. Click Import.

Import Results =]
o Data Imported Successfully!

100%

The program imperted data from this location:

Imported:
@ 26 of 26 rows

Close

11. Click Close.
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Custom List @
List Name:  Funds -
[Impor‘t | [ Export ‘ [ Add Record(s) | 1 % Delete Record | Find:
Description Purchase Date Sale Date E:Lc:ase Sale Price  Met Gain @%
1 ABC Company 135 118 17
2 Property One 135 118 17
3 14 Commerce 5t. 545 516 29
4 LLC Company 23 21 2
5 Internet Company 540 524 16
6 725 Main 5t 4 4
7 425 South Main 1,345 1,288 57
8 KYZ Properties, Inc. 60 56 4
9 Pine Grove Properties 62,500 47,500 16,500
65,287 50,145 16,642
oK | [ Cancel
Any list that is created in ATX and attached to a form field can be exported to a .csv file.
To export a list:
1. Open the form with the list you want to export.
2. Place your cursor in the green field and click the JumpTo arrow.
The List dialog box opens.
3. Click the Export button.
The Save Export As dialog box appears.
4. Inthe File name field, enter a name for the .csv file.
5. Click Open.
Export Results =]
v 4 Exported Successfully!
100%
The program exported data to this location:
ChlUsers\mbuddhPictures\test.csv
Exported:
& 2 of 2 rows
a1 of 1 files
6. Click Close.
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Printing Lists

Any type of list that you create (ltemized, Text, or Custom) is automatically included as a printable item in the return. These
lists appear at the bottom of the Federal Worksheets section of the Print Return Dialog Box.

To print lists along with the return:

1. Open the return with the list(s) you want to print.
2. Do one of the following:
« Click the Print button on the toolbar.
« From the Returns menu, select Print Return.
o Press Ctrl+P.

The Print Return Dialog Box for the return appears.

3. Underthe What do you want to print section, expand the Federal Worksheets section; then, expand the
signature form section (such as 1040 or 1120).

What do you want to print?
[] Check all Collapse all | Expand all Print Settings
= L
[C]Ln 43 - CCFand Sch Q Copies: [1 = |
[F1Ln 44 - Foreign EI Vab "
Watermark
[[ILn 44 - Tax

[T] Credit or Debit Card Paymt
[l 45 - AMT Test

[C1Ln 47 - Foreign Tax Print Preview |
[CLn 51 - Child Credit

[[]Ln 53 - Other Credit

[F1Ln 59b - Repay Home Credit
[[]Ln 60 - Other Taxes

[[ILn 60 - COBRA

[(ILn &2 - Tax WH

[[ILn &3 - Est Tax

[F1Ln 71 - Other Paymt
[]State Est Tax

[ AGI Split

[T]Earned Inc

["]Late Filing

Al — 1§
WV T T TS

m

[T Repairs and Maintenance
[1Rank 3Fund
[C11040 EF Info

[Tl Anam
1 m ’ [7] Remember selections

[ Print | [ Cancel
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4. Select the check box(es) for the list(s).
5. Click Print.

Repairs and Maintenance

Description Total

1 Poofleaks 2,400
= Driveway and parking paving 3500
3 Handrail repar 235
4 Sales counter replacement 1185
5 Plumbing - install large workroom sink and drain 1,590
Total 8.8g0

Removing Lists

To remove a list that that's been added to a form field:

1. Inthe open return, place the cursor in the field with the list you want to remove.
2. Click the Forms menu.
3. Select Lists; then, select Remove List.

Rermowve List =

\ f, Are you sure you want to remove the selected list?

12

Remove ] [ Cancel

4. Click Remove.
Deleting Rows from Lists

To delete a row from any kind of list:
1. Open the list.
%, Formfields with attached lists have a green background. To open them, click the JumpTo arrow beside the

- field.

2. Highlight the list you want to delete.
3. Click the Delete Record button.

Delete Row (=]

2 Row 3 will be deleted and any data on this row will be lost.
L~ Doyou wish to proceed?

Delete | [ Cancel

4. Click Delete.
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Working in Forms

Chapter

10

This section outlines the features that are available while working in forms:

Tips for Entering Data

ZIP Code Lookup

Duplicating Forms or Schedules
Data Entry Validation

Cut, Copy, and Paste

Undo

Overriding Calculated Fields
Restoring Overridden Fields
Marking Fields as Estimated
Creating Links Between Fields
Preparer Notes

Locked Fields

Inserting Text on Forms

Inserting Pictures on Forms

Input Sheets and Detail Schedules
Using Input Sheets or Detail Schedules
Using the Record Bar

Importing K-1 Data

Importing Data from .csv Files
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Tips for Entering Data

To decrease chances of erroneous e-file rejections, the program automatically deletes lone spaces or lone decimal point
entries in numeric fields, just as if you pressed the Delete key manually.

Data fields are color-coded according to the type of information they contain. Fields that accept user input without overrides
have blue backgrounds. In general, you should only enter data in blue fields.

To enter data:

1.
2.

>

Activate an input field by clicking the field or pressing the arrow keys on your keyboard.
Selecting a check box with the mouse does one of the following:

« Inserts an Xin the box

o Clears the box if it was already checked
To navigate to a check box without changing its status, press Enter or Tab in the previous field.
Enter the appropriate information.

%, Fields requiring special number formats, such as phone numbers, dates, and tax ID numbers, are preformatted.
~ You do not need to add hyphens or other such characters when entering this information.

Advance to the next field by pressing Enter or Tab.

"% Toreverse direction, press Shift+Tab.

To edit or delete data:

1.
2.

3.
4.

Navigate to the field that contains the data you want to edit or delete.

You can use the mouse to navigate to any field, but if the cursor is inside an active (yellow) field, first press Enter or
Tab.

To delete the entire entry, press Delete.
To edit the existing information, press Backspace, edit the data, and then press Enter.

Data Entry Validation

Some form fields may require data to be in a specific format. To ensure that required field data is entered in the proper format,
ATX automatically validates the format and type of information.

Data Validation Errors

When you type something into a field that the system does not expect, you may receive a validation error like this:
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Entry Validation [E]

Problem:

Aovalid date must be entered. (m/d vy, m/dfyy, midd/ -
wyyy. m/ddfyy, mm/ddyyyy or mm/ddfyy). If date is onoor
before 12/31/1900, date must be entered as YY" -MIM-DD.

{f) VYou can change validation alert settings in Preferences.

Lfﬁ Preferences Edit ] [ Cancel

To correct a validation error:
1. Onthe Entry Validation dialog box, click Edit.

The dialog box closes and the cursor is placed directly in the field with the error.

2. Correct the error.

ZIP Code Lookup

The ZIP Code lookup feature works on the Federal signature forms and W2/1099 forms that contain address fields. Go to the
ZIP Code entry, type the ZIP Code, press Enter and ATX populates the city and state.

Enter the ZIP Code in the applicable field.

%, |Ifthe ZIP Code is not found, enter the correct city and state in the applicable fields.

You can also change the city and/or state associated with a ZIP Code in ATX.

1. Enterthe ZIP Code in the applicable field.
2. ATX enters the city and state automatically.
3. Change the city or state in the applicable field and press the Tab key.

Duplicating Forms or Schedules

The Duplicate Form function allows you to include multiple copies of certain forms, schedules, or worksheets in a retumn.

% Ifaform, schedule or worksheet cannot be duplicated, this menu item will be disabled.

To duplicate forms:

1. Openaretum.
2. Select the form tab for the form you want to duplicate.
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3. Right-click the form tab and select Duplicate Form.

%, The system creates the duplicate with a suffix of :02. For example, the duplicate of W-2 would be W-2:02.
Duplicates may be renamed.

Maximum Number of Copies

Some forms have a maximum number of duplicates. Once you've reached the maximum number, the Duplicate Form menu
item is disabled.

Even if you've reached the maximum limit, you can still add another copy of the form using the Select Forms Dialog Box.
However, the forms added above and beyond the maximum will not flow into calculations in the return.

Cut, Copy, and Paste

The product uses standard Cut, Copy, and Paste functions to copy or move information from one form to another (in an open
return) or from one field to another (if you're in a Manager view).

« Cut-Ctrl+X
« Copy -Ctrl+C
o Paste-Ctrl+V

You can also use these commands to transfer data to or from other applications (Microsoft Excel, for example).

%, You canreverse the effect of any of these commands by using the Undo function.

To cut and paste information from a form field to another location:

Select the field that contains the information you want to cut.

Press Ctrl+X.

Place your cursor to the field or location you want to paste the information.
Press Ctrl+V.

Ao bd =

To copy information to another form field or another application (such as Microsoft Excel):

Select the field that contains the information you want to copy.

Press Ctrl+C.

Place your cursor to the field or location you want to paste the information.
Press Ctrl+V.

Undo

The Undo function removes the last entry that was made in a field, or reverts the last command.

Howbdh =

For example, if you manually entered an amount in a field that previously had a value of zero, Undo changes the field value
back to zero. Similarly, if you pasted an amount into a field, and then selected Undo, the amount would be removed from the
field.

To undo:

From the field in question, do one of the following:
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« Click the Edit menu; then, select Undo.
e Press Ctrl+Z.

Overriding Calculated Fields

Calculated fields contain links or formulas that the program references. You can enter data or formulas in a calculated field by
overriding the current link or formula. Calculated fields, which normally bear a white background, display a pink background
when overridden.

_ Avoid overriding calculated fields whenever possible. Overriding may interfere with creating e-files and it prevents the
=== Check Return feature from completing full diagnostics for a retum.

To remove an override and restore program calculations for a field, use the Restore command on the toolbar. See Restoring
Overridden Fields.

To override a calculated field:

1. Place the cursor in the calculated field.
2. Begin entering a value or other data.

If the field is calculated from data on the current sheet, the Override Field dialog box appears:

Cwverride Field =

® Owverriding this field will delete any of its contents, possibly changing
calculation results or changing the form visually.

You can restore the field contents using the Restore Field feature under
the Edit menu,

[] Don't show this message again

icancel

3. Click Override.

The field color changes to yellow, indicating an editable field. A pink system note also indicates that you are
overriding a calculated field.

4. Enterthe amount in the field.

1 |5EI,IZIEII:I
2 Overiding Calc
3

When you tab off the field, the overridden field color turns to pink.

1 50,000
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%, Toavoid receiving the Override Field dialog box in the future, select the Don't show this message again check box.

To override a field calculated from data on another form:

1. Place the cursor in the calculated field.
2. Begin entering a value or other data.

If the field is calculated from data on another form, the Calculated Field dialog box appears:

Calculated Field =]

Entering data in a calculated field overrides the field's contents. You can
restore the field contents using the Restore Field feature under the Edit
frenu,

Click JumpTe to enter information at the source of the calculation.

Don't show this message again

f JumpTo |[ Override |[ Cancel

"% You can click JumpTo and enter information the source of the calculation to avoid an override.

3. Click Override.

The field color changes to yellow, indicating an editable field.

4. Enterthe amount in the field.

When you tab off the field, the overridden field color tumns to pink.

Printing the Override Report

The Print function allows you to print the override report as part of the printed return, or as a separate document.
To print a report showing all overridden fields in a return:

1. Open the return.

2. Do one of the following:
« Click the Print button on the toolbar.
« Click the Returns menu; then, select Print Return.
o Press Ctrl+P.

The Print Return Dialog Box appears.

3. Inthe What do you want to print? area of the dialog box, select the Override & Estimate Report check box.
4. To preview the report, click the Print Preview button on the dialog box.
5. To print the report, click the Print button at the bottom of the dialog box.
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Restoring Overridden Fields

The Restore function restores the original contents of an overridden field.
To restore a field to its original content:
1. Place your cursor in the overridden field.

% Overridden fields are pink. See Overriding Calculated Fields.

2. Do one of the following:
« Click the Restore button on the toolbar.
« Right-click and select Restore Field from the context menu.
« Click the Edit menu; then, select Restore Field.

Chapter 10: Working in Forms

The field is changed to white again, and the value is restored to the original value before it was overridden.

Marking Fields as Estimated

You can mark an amount as estimated, leaving a trail for you to come back and finalize the estimated amount.

To mark a field as estimated, do one of the following:
« Right-click the field and select Mark as Estimate.
« Click the Edit menu; then, select Mark as Estimate.
o PressF4.

An estimated field will have a purple background (unless it has been overridden, in which case it will be pink). The

amount will be italicized:

T

68 3455

To quickly locate all fields marked estimated:

1. Runthe Check Return feature by doing one of the following:
o Click the Check Return button on the toolbar.
« Click the Tools menu; then, select Check Return.
o Press Ctrl+E.

2. Inthe Check Return filter pane, select Estimates.

Estimated fields messages will now appear in red in the Check Return pane.
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Creating Links Between Fields

Use the Start Link and Finish Link feature to create a link between two fields on any form (including schedules and
worksheets). This function, represented by the Start Link/Finish Link toggle button on the toolbar above an open return, links
text or numeric values from one field (source field) to another field (destination field).

After alink has been established, changes made in the Start Link field are reflected in the destination field. When checking a
return for errors (Check Return), the Finish Link field (destination) will be marked as an overridden field.

%, Start/Finish links automatically roll over from prior year or prior period returns.

To create custom links:

1. Select the source field.
2. Do one of the following:
« Onthe toolbar, click the Start Link button.
« From the Edit menu, select Start Link.
3. Navigate to the destination field on any form, schedule, or worksheet.
4. Do one of the following:
o Onthe toolbar, click the Finish Link button.
o From the Edit menu, select Finish Link.

%, Ifittakes longer than 40 seconds to finish the link, the request will be canceled.

Destination fields have a green background.

“Your first name MLI.| Last nams
John M |ooe | Start link on source field

If a joint return, spouse's first name M.1| Last nams

Mary T |BeE | Finish link on destination field |

Canceling Relationships between Two Linked Fields

To undo the link between two fields:

1. Place the cursor in the destination (green) field.
2. Do one of the following:
o Onthe toolbar, click the Restore button.
« From the Edit menu, select Restore Field.
o Press Ctrl+R.

When the green background disappears from the destination field, you know the link has been removed.
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Exceptions: When Fields Cannot Accept a Link

The following fields cannot be linked:

« Inputor Detail Sheets
« Itemized Lists
« Circular references or mathematical loops

Whenever a field cannot be linked, you'll receive a message that will alert you to this exception.

Preparer Notes

You can use the Insert/Edit Notes feature to make preparer notes in particular fields, or to flag fields that need to be
reviewed by others. Although notes do not appear in the printed return, they do roll over from one year to the next.

“%. The notes can be made only in fields intended for user entry.

Insert/Edit Notes

To insert a note in a field:

1. Open the return.

2. Place your cursor in the field where you want to insert the note.

3. Do one of the following:
« Right-click and select Insert/Edit Note from the context menu.
« Click the Edit menu; then, select Insert/Edit Note.
o Press Ctrl+T.

Notes for <Adams, Jeffrey T save | [ DeleteNate | [ Close |

4 Federal Forms Title: Unnamed Note
Unnamed Mote

\D Permanent Note [ ] Needs Review \

Will contain alist of
all the notes in the Enter note text here

openform

rev and Next
buttons allow you to
Ecroll through all
[ Notes in the return I

{v History

4. Inthe Title field, enter a name for the note.
5. Select one or both check boxes for each note:

« Permanent Note - Remains with the return. The note will be rolled over with other return data. Permanent notes
appear in black text in the Diagnostics pane.

« Needs Review - A reminder flag that allows you to communicate that the return needs to be reviewed by
someone else. These notes appear in red text in the Diagnostics pane.

6. Inthe empty pane below, enter the text of the note.
7. Click Save.
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The Note is moved to the left pane:

Motes for < Adams, Jeffrey T=

4 Federal Forms
1120, Total Assets

8. Click Close to close the Notes pane.

When you tab off the field, a red note indicator appears in the upper right corner of the field:

b B 67,005

When you hover over red note indicators, a tooltip displays your note.

1a Grossreceiptsorsales. . . . . . BEREE al W T wnl TR B g 1a
b Refurns and allowance . . . . L . R - m_
¢ Balance. Subtractline 1bfromline1a. . . . . . . . I . 1c L

2  Cost of goods sold (attach Form 1123-4) . . P B ol P, 2

3 Gross profit. Subtract line 2 fromline 1c. . . . . . . . . . . . L. 3 0
E 4  Dividends {Schedule C, line 19) 4
g 5 Interest. . . . e el atps & Er ses s GAEETESRRONG Wit 5
|| B CmSEEemE oo con owo s L gue s S L Sgean TN S Wl G S 6§

7 Gross royalties . e iR SR I S S e~ I

8  Capital gsin netincome (atach Schedule D {Form 11 2

9  Met gain or (loss) from Form 4757, Part |1, line 17 (at; £ Notes

10  Other income {32 instructions—attach statement) . Admin 09
11 Total income. Add lings 2 through 10 . pirt = Royality checks -2 outstanding - approx 3500 each 0

— |12  Compensaticn of officers (see instructions—attach F
g 13 Sslaries and wages (less employment credits) . . Open Note
8 |14 Repairsandmaintenance. . . . . . . . . . T = SRR S =
§ 16 Baddebis. . o fi o SRR s R L i B% 3 BE B 15
e |16 Remts. . . . . .. s s e cmn mew mus e Bahe 16
; 17 Tasesandlicensss. . . . . . . . . ... L L | 17 | | |
8 (18 Interest. . . . e T W Ty Sp—— S . R 18
§ 19 Charitable contributions . St o mew e aume micd S . b B e T — 19
£ 20  Depreciation from Form 4562 not claimed on Form 1125-4 or elsewhere on retum (attach Form 4562) . 20
& (21 Depietion. . . ... .. o o e S e e S s S W 21
£ |22 advertising. . . . . . o AT 5 ke R P
§ 23 Pension, proft-sharing, etc. plans . . . . . . . . . . . . L o w W SR el swenidn 23
“§ 24  Employee benefit programs . . . b PR Lok SpevemescoBbens gacs s e 5 s ¥ 24
s | 26  Domestic production activities deduction (attach Form 8803). . N ST L G SR 25
& 26  Other deductions (aftach statement) . L OETE L SR ST E £ ioBEd P 26
8 |27 Total deducticns. Add lines 12 through 26. . . . . . . . : Say @ : vHg % e ) T 0
g 23 Taxable income before net opersting loss deduction and special deductions. Subtract \inle a7 Imm line 11 | 23 0
8 : :: 2 TSt I SR 292

Notes History

The product records the history of the note, including the note text entered on a particular date and the user name that entered
the note.

To view note history:

1. With the cursor positioned in the field bearing a note indicator, do one of the following:
« Right-click and select Insert/Edit Note from the context menu.
« Click the Edit menu; then, select Insert/Edit Note.

The Notes pane appears.

2. Near the bottom of the pane, click the down arrow beside History.
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1120, Total Assets
1120, Ln7, Royalties

Title: 1120, Ln7, Royalties

Permanent Note || Needs Review

Save || DeleteNote ||

Close |

Royalty checks - 2 outstanding - approx 3500 each
To comefrom Random House

~ ) History

Note

Royalty checks - 2 outstanding - approx 3500 each
To come from Random House

Royalty checks - 2 outstanding - approx 3500 each

Date

User
974/ %5 2:04:55 PM

974/M1 1:52:03 PM

Admin

« Prev

Remove a Note
To remove a note:

1.

2. Do one of the following:

Place your cursor in the field where you want to remove the note.

« Right-click and select Remove Note from the context menu.
« Click the Edit menu; then, select Remove Note.

"%, You can also delete a note from the Notes pane by highlighting the item and clicking the Delete Note button
~ onthe pane.

Locked Fields

On some forms, you may encounter a locked field. Locked fields prevent you from making changes to data that flows from a
source calculation. When you try to enter data in a locked field, the following dialog box appears:

Locked Field

This field may not be medified.

Click JumpTe to enter information at the source of the calculation.

{ JumpTo i[

Cancel

Bl

To modify the information at the source, click the JumpTo button. When you modify the information in the source field, it will
flow back to the locked field.

Inserting Text on Forms

In ATX, you can add special text to a form. For example, you can add special text to a worksheet, such as "Initial Here" if

you want the taxpayer to review specific entries. This text can be added to any form, and the form can be saved as a
Customizing Master Forms that can be used for all your returns.

% ThelInsert Text menuitem will appear disabled on certain forms that are write-protected by the taxing agency.
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Inserting Text

To add text to a form:

1. Open the form to the page/worksheet where you want to add the text.
2. From the Edit menu, select Insert Text.

The cursor becomes a large + symbol.

3. Drop the cursor anywhere on the page or worksheet where you want to place the text.

Enter Text on Form

Text

]

Font Arial 9

J |

| oK

Cancel

4. Inthe Text box, enter the text you want to appear.
5. Click the Font button to change the appearance of the text.

o

346

Font @
Fort: Font style:
|;’-‘-.ria| |Hegular QK |
Cancel
rial Rounded MT | | |Narrow Bold
ATX—A Narrow Bold Itaﬁ|| = |
ATX_B Bold b
T¥_Logo - |Bold ltalic -
Effects Sample
[ Stikeout
[ Undedine AaBOYYZZ
Colar:
[ [ | | Seript:
|Westem ﬂ

=

6. Make your selections; then, click OK.
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Enter Text on Form =

Text
Taxpayers Initials:

Font | Arial .75

[ QK | [ Cancel

7. Click OK.

The dialog box closes and the text box appears on the form.

8. To adjust the text box, click to select it. Blue squares will appear around the text box.

9. Do either or both of the following, depending on how you want the image placed on the form:
o Toresize t, click the comer of the text box, and drag in or out on a diagonal.
« Tomoveit, click in the middle of the text box; then, drag the whole image to its location.

Refund Options
|:|The taxpayer is due a refund of 50.
Check one o
Preparer fees paid separately: ;ra_i‘_Plﬂ‘.l’Ef
nitials:
|:| Direct Deposit® T

Paper check by mail

Preparer fees deducted automatically from refund:

The text box is saved with the form when you save the return.

Removing Text

To remove inserted text from a form:

1. Click the text in the form to select it.

2. Do one of the following:
« Click the Edit menu; then, select Remove Text.
« Press the Delete key.

Delete Text [&]

2

) Are you sure you want to delete the selected text?

Delete ] [ Cancel
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3. Click Delete.

Inserting Pictures on Forms

In ATX, you can add a picture or image to a form. For example, you can save your signature as an image file, add it to the
1040 Preparer section, and save this as a Customized Master that can be used for all your returns. See Customizing
Master Forms.

The application supports the .bmp, .gif, .jpg, and .png image formats. Once added to a form, the image will be printed (both
physically and in PDF form) as an integrated part of the form.

%, TheInsert Picture menu item will appear disabled on certain forms that are write-protected by the taxing agency.

Inserting a Picture
To add a picture to a form:

1. Open the form to the page/worksheet where you want to add the picture.
2. From the Edit menu; then, select Insert Picture.

The cursor becomes a large + symbol.

3. Drag and drop the cursor in the field where you want to insert the picture.

A Windows Open dialog box appears.

4. Navigate to the location of the image/picture file; then, click Open.

The image appears on the form.

5. To adjust the image, click to first select it. The selected image has blue squares surrounding the image.
6. Do either or both of the following, depending on how you want the image placed on the form:

« Toresizeit, click the comner of the image, and drag in or out on a diagonal.

« Tomoveit, click in the middle of the image; then, drag the whole image to its location.

Paid FrintType preparer’s name l Freparer's sionatusg 1|
al Frank T. Smith Ko b T Tt CPAY_|
Ere pgrelr Firm's name
se Unly Firm's addr=ss B 63 Sweden St Caribou ME

The image is saved with the form when you save the retumn.

Removing a Picture

To remove a picture from a form:

1. Click the picture in the form to select it.

2. Do one of the following:
« Click the Edit menu; then, select Remove Picture.
« Press the Delete key.
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Delete Picture =

| 2__,-' Are you sure you want to delete the selected picture?

%

Delete ] [ Cancel

3. Click Delete.

Input Sheets and Detail Schedules

Forms that use both an input sheet and a detail schedule also use a Record Bar to add, delete, sort, or find records. See
Using the Record Bar.

Some of the forms that use this method of data entry are:

« Schedule D - Schedule D Input Sheet

o Form 8949 - Sales and other Dispositions of Capital Assets
« Form W-2 - Wage and Tax Statement Input Sheet

o Forms 1120S and 1065 - Schedule K-1 Input Sheet

Using Input Sheets or Detail Schedules

On multi-copy forms, you can use the Input sheet or the Detail schedule (or both).
To enter data on input sheets or detail schedules:

Open a form containing a multi-copy worksheet.

Click the Input or Detail tab at the bottom of the screen.

Complete the information required to report the tax event.

Review the Input sheet or the Detail schedule totals to verify that all calculations are correct.

> bd =

"% Insome cases, the calculations will not be correct until you enter all of the necessary information. In cases
~ where you have chosen to use special calculation amounts, you will have to override certain fields and enter

the correct information.
% Columns in some Detail schedules may be sorted in ascending or descending order by clicking the column
- header. Additionally, when sorted, some forms will display an Apply Sort to Form button. Clicking the Apply

Sort to Form button will sort the information in the form itself (for example, applying the sorted data in the
Detail schedule of Form 8949 will sort the same data in Pages 1 and 2 (Parts 1 and 2) of Form 8949.

To locate missing information or items that do not agree with the sums reported, click Check Return.

Using the Record Bar

Each input sheet and each line on a detail schedule is a record. Use the Record Bar above the input sheet or detail schedule
to add, delete, or find records, or to browse through the records sequentially.
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To add records to an Input worksheet or Detail worksheet:

1. From the first page of the input sheet or detail schedule, click the Input or Detail tab, as desired.

1040 ’ M Record: 1 L] l| Add New Record [ Delete Record |l

1040 EF Info

e Enter data in te fields below. Exempt imervidends should be entered on the Interest Worksheet.
1099-INT Click the Previbusand Next arrows in the toclbar 5 View a single record. All records are displayed on the Detail sheet.

1099-DIV
SchB

QuickEntry - Select Payer » > > Add to Payer Manager

Select Filer'SpouselJoint_£_

FAYER'S name otal ordinary dividends
United Systems Inc. 2,456
PAYER'S Federal identification number Adjustment to box 1a Code
234567590 $ o
1b Qualified dividends Dividends and
_ B 2458 Distributions

Street address line 1 Adjustment to box 1b Code
12 United Systems Drive 5
Street address line 2 Extraordinary div. incl. in box 1b

$
City State  ZIP code 2a Total capital gain distributions
Aflanta GA 30101 &1
1 II\. ‘I - = - - : : o | L3
Pages & Worksheets Input | Detail | Dividends Summary Zoom D 100%

2. Do one of the following:
« Click the Add New Record button (see B, above).
« Click the Edit menu, expand the Record Tools fly-out menu, and then select Add New Record.
o Press Ctrl+A.

The Record number advances by one, and the Input Sheet fields are cleared.

To navigate through the records (see A, above):

« To move sequentially through the records, use the left and right arrows directly beside the Record number.
« Toreturn to the first record, click the double left arrow.
« Togotothelastrecord, click the double right arrow.

To delete records from an Input worksheet:

1. From the Input worksheet of the form, select the record to be deleted.

2. Do one of the following:
« Click the Delete Record button (see B, above).
« Click the Edit menu, expand the Record Tools fly-out menu, and then select Delete Record.
o Press Ctri+D.

Delete Record =

I, Areyou sure you want to delete this record?

|. Delete | | Cancel

3. Click Delete.
To delete rows from a Detail worksheet:

1. From the Detail worksheet, select the row you want to delete.
2. Click the Delete Record button at the top of the worksheet.

350



Chapter 10: Working in Forms

Delete Row (=]
(* ) Row 3 will be deleted and any data on this row will be lost.
—" Doyouwish to proceed?

2

Delete | [ Cancel

3. Click Delete.

Importing K-1 Data

The following are instructions for importing Schedule K-1 information from 1041, 1065, and 1120S returns. You can import K-1
data into the following types of ATX returns: 1040, 1040NR, 1041, 1065, 1120, and 1120S returns.

New Returns

To import K-1 information:
%, Youmust have a completed return with Schedule K-1 data. See Creating Returns.

1. Create a new return (supported return types are listed at the beginning of this topic).

2. With the new return open, click the Returns menu.
3. Expand the Import Data fly-out menu; then, select K-1 Data.

Import Data @
Previously Imported Returns are shown in blue (mark these returns to update the data).
Missing worksheets will be added to the return if needed.
Return to Import From Type Filer Spouse  Tax Return Activity
[¥]| Smith & Smith 1065 | x| | add new=
[#1[Smith Trust l[tar [ x| | <add new>
[Impor‘t Data For Marked Returns Cancel |

%, Allreturns are checked by default. If you do not want to import data from one or more of these returns, deselect
- the check box.

4. Click Import Data For Marked Returns to import the K-1 Data.
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Import Results @

v 4 Imported completed successfully!

| 100%

Imported:
& 2 of 2 activities

Close |

The information from the matching 1041, 1065, or 1120S return(s) is added to the applicable K-1 Input Worksheet(s)
in the new return. The corresponding forms are added to the new return:

1040
1040 EF Info | £ 4
W-2 i
K-1(1041) |

e B (1T
8582
K-1 (1065) ‘Jl'%
SchEPg2 Mar
1099-DIV =~ | For
Sch B
1099-INT ity
4952 [

For

% If youmake subsequent adjustments to K-1 data on 1041, 1065, and 1120S returns, the system will notify you
~ of changes when you open the corresponding new return. At that time, you'll be given the opportunity to update
K-1 information.

Messages You May Receive

The SSN and/or EIN must be entered on the new return in order to begin importing data. If it is not in place, you'll receive a
message dialog box. You'll also be notified if the system cannot locate any 1041, 1065, or 1120S returns with SSNs or EINs
corresponding to the 1040 or 1040NR return.

Updating K-1 Information on an Existing Return

To update imported K-1 information on an existing return:

Make the changes to the Sch K-1 form in the 1041, 1065, or 1120S return.
Open the existing return.

With the return open, click the Returns menu.

Expand the Import Data fly-out menu; then, select K-1 Data.

Moo bd =

352



Chapter 10: Working in Forms

Import Data @
Previously Imported Returns are shown in blue (mark these returns to update the data).
Missing worksheets will be added to the return if needed.
Return to Import From Type Filer Spouse  Tax Return Activity
[C]| Smith & Smith [1065 | x | | K1 (1065)
[1| Smith Trust [t [ x| [k o041
Import Data For Marked Returns

%, Previously imported returns are shown in blue.

5. Select the check boxes for the returns you want import.
6. Click Import Data For Marked Returns.
ATX loads the new data into the new return.

Opening a Return When Associated K-1 Data Has Changed

Imported Data Change :E]

Changes were detected in one or more retumns since data was
imported into this return.

[[¥] Smith Trust

@ Click to update the data from marked returns.

Update | |  Skip |

Click Update to import the changed data into the destination return, or click Skip to open the return without updating the K-1
data.
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Unavailable Source Returns or Forms Within Source Returns

Update Imported Data @

Impeort information could not be updated because one or
maore returns, or forrms within returns, were unavailable.

Unavailable Import sources:

| Srnith & Smith

Continue

Click Continue to open the return without updating the data.
Amended Source Returns

If a source return is amended, both the original and the amended return appear in the Import Data Change dialog box. Select
the Amended return and click Update.

: If you try to select the original source return, you'll receive a Duplicate EIN message:

Duplicate EIM @

A return with the same EIM is already marked to be imported.

Click Switch to mark this return and unmark the previous cne.

Switch ] [ Cancel

Click Switch to select the Amended return instead.

Importing Data from .csv Files

On select forms with Detail worksheets, you can import detail data from .csv files directly into the worksheet.
To import detail data from a .csv file to a detail worksheet:

1. Open the form.
2. At the bottom of the form, click the Detail tab.
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Sales and Other Dispositions of Capital Assets
-£| EE[ 1of1 EE| [ Add New Record | _Delete Recora Finds BrntthiEyrid
()
] (d)
(A Form Form Form Form Date Date (@ =
Description of property 949 Transaction 8949 8949 949 acquired sold Sales
(Example: 100 sh. XVZ Co.) Box Type Code Code Code (m/dryyyy) (m/dfyyyy) price
| | | | | | | | |
0
i 5
Pages & Worksheets | 1 | 2 | Input | Detail | Gain (Lass) Summary | Nonbus Bad Debt - Req Stmt | AMT Page1 | AMT Page 2 | State Page1 | State Page 2 Zoom D 100%
Import Detail Data ]

Import data from a CSV file directly into K-1 Allocation Detail Schedule

Impert from: Browse... |

) Select a destination field for each column you want to import. Unselected columns and/or rows will not be imported.

Import Method: @ Append below existing records
Permanently delete all data prior to import

@ Help Cancel |

4. Toimport the .csv file, click Browse.

The Windows Open dialog box appears.

5. Navigate to the .csv file you want to import.
6. Click Open.

Import Detail Data =

Imnport data from a CSV file directly into K-1 Allecation Detail Schedule

Import from: ChUzersh 11065 K1 data 25 records.csv Browse...

--Please Select-- x | --Please Select-- - ‘ {--Please Select-- x | l--P\ease Select-- - | {--Please Select--

| MName First Name or Business Name|M.L Last Mame Suffix -
| First Mamel A Last Namel |First Namel A Last Mame 1

| First Mame 2 B Last Mame2 | First Name 2 E Last Marmne 2

| First Mame 3 C Last Mame 3 |First Name 3 L Last Mame 3 =
| First Mame 4 D Last Name 4 |First Name 4 D Last Mame 4 1
| First Mame 5 E Last Name 5 First Name 5 E Last Mame 5

| First Mame 6 F Last Name@ First Name 6 F Last Mame &

| First Mame 7 G Last Name 7 |First Name 7 G Last Marmne 7

| First Mame 8 H Last Name 8 | First Name 8 H Last Mame &

| First Mame 91 Last Name 9 First Name 9 1 Last Mame 9

| First Mame 10 J Last Name 10 |First Name 10 J Last Mame 10

| First Mame 11 K Last Mame 11 |First Name 11 K Last Mame 11

| First Mame 12 L Last Name 12 |First Name 12 L Last Mame 12 .
| Firct Mame 13 M | act Mame 12| Firct Rame13 LY | act Mame13

4 b

9 Select a destinatien field for each column you want to import. Unselected columns and/or rows will not be imported.

Import Method: @ Append below existing records
Permanently delete all data prior to import
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7. Select the check box for any row of data you want to import. To select all rows, select the topmost check box
(outlined in red).

8. Ineach column header, click the drop-down arrow (beside "Please Select") and select an information type for that
column of data.

[DESUIptIOH v| [Date acquired v| [Datesold v| [Salesprlce v| [Cost or other basis  ~
Date Sold Sale Price

%, Forcolumns to which you cannot assign an information type, leave the program default (Please Select) or
- select Omit this column from the drop-down menu.

9. At the bottom of the dialog, select one of the following Import Methods:
- Append below existing records - this option adds the import data you select.

« Permanently delete all data prior to import - this option deletes all the existing data and imports only the
information selected here.

10. Click Import.

Irnport Results =)
o’ Data Imported Successfully!

100%

The program imperted data from this location:

Imported:
& 26 of 26 rows

Close

11. Click Close.

Saving an .xls as .csv

To save an Excel spreadsheet as a .csv file:

1. With the desired spreadsheet open in Excel, click the File menu; then, select Save As.
The Save As dialog box appears.
2. Browse to the location to which you would like to save your file.

Inthe Save as type: drop-down list, select csv (comma delimited).
4. Click Save.

w

Accounting Import

You can import your accounting data into tax returns from CAS Client Write-Up or QuickBooks Online. This section provides
information on supported forms and how to perform each type of accounting import.
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CAS Client Write-Up import:

« Accounting Import for CAS
o Importing CAS Accounting Data into ATX
« Exporting CAS Files

QuickBooks Online import:

« Accounting Import QuickBooks Online

« Importing QuickBooks Online Accounting Data into ATX
» Data from QuickBooks

« Importing Another Company into a Return

Accounting Import QuickBooks Online

ATX Tax software can import your accounting data into tax returns from QuickBooks Online.

Supported Returns and Activities:

The Accounting Import feature imports accounting data into the following forms:
Form 1040, U.S. Individual Income Tax Return

« Schedule C (1040), Profit or Loss from Business

Form 1065, U.S. Return of Partnership Income
Form 1120, U.S. Corporation Income Tax Return

Form 1120S, U.S. Income Tax Return foran S Corporation

Importing QuickBooks Online Accounting Data into ATX

Chapter 10: Working in Forms

Accounting data exported from QuickBooks Online can be imported into ATX and the amounts will flow to the activities
mapped during the import process. If the required forms do not yet exist in the return, they will need to be added before doing

the import process. See Accounting Import QuickBooks Online.
To import accounting data:

1. Openyour client's tax return in ATX.

" The Schedule C (1040), Profit or Loss from Business, must already be added to the return.

2. From the Returns menu, select Accounting Import, and then click QuickBooks Online.
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Sign in with Quickbooks =]

infurt

b quickbooks

Don't have an eccount? Sign up now.

Sign in

s Sign in with Google

or

Email or user ID
Password

Remember me

forgot my user ID or password

- .
INTUIT 220 e
® twrbotax @ quickbooks @ proconnect @ mint

Enter your e-mail address or user ID in the Email or user Id box.

Enter your password in the Password box.

Click the Remember me check box if you want QuickBooks to remember your User ID the next time you log in.
Click Sign In.

« You may be asked to validate your information either by text or e-mail. Select your preferred method and click
Continue. Once you receive the 6-digit code enter the code in the Enter the 6-digit code box, and click
Continue.

o0 s W
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Sign in with Quickbooks

inturt

b quickbooks

You're almost ready to use ATX QuickBooks Import...

Which company would you like to connect to?

Company/Firm: |Select company or firm j

| Cancel |

©2018 Intuit Inc. All ights re

‘Welcome, Marilyn (Not you?)

infTuit

OT\I\.':C:-??\.\. @q.. books @pmrim‘cct 0""”1'.

8. Select the Company/Firm from the drop down list, and then click Confirm.

Sign in with Quickbagks

@ quickbooks

@

quickbooks.

‘Welcome,

ATX

ATX QuickBooks Import

By clicking Authorize, | allow ATX QuickBooks Import and Intuit to use my information* in accordance with each
company’s respective terms of service and privacy policy; ATX QuickBooks Import's Terms of Service and Privacy
Policy. Additionally, where applicable, | give ATX QuickBooks Import limited access to my QuickBooks Payments
account to provide me payments-related services. | authorize the sharing of data between Intuit and ATX
QuickBooks Import. *Information may include data from QuickBooks Online, QuickBooks Desktop and QuickBooks
Payments.

‘ Cancel ‘

9. Read the authorize conditions, and then click Authorize.
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Impart QuickBooks Datz - Client Paramaters =]

Select the client, date range, and basis for the data you want to import.

Client:

[ + Company_ U5 1 -
Start Date: End Date:

[1/1/2017 | [12/3172017 |

Basis of Accounting:

[Acr_rual - |

@@E [ Continue |[ Cancel

10. Select a company from the Client drop-down list.
11. Enter a starting date in the Start Date box and ending date in the End Date box.
12. Select the basis of accounting from the Basis of Accounting drop down list, and then click Continue.

Impart QuickBooks Data - Select Schedule [&]

Select the Schedule C where you want this data imported.

Tax Form:

1040

Schedule;

Sch S v

Sch C:
Sch ;02

@@E Continue | [ Cancel |

13. Select the schedule from the Schedule drop down list. This step is only for 1040 return types.
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Import QuickBooks Datz ®
Client: CompanyUs_1 Basis: Accrual Date Range: 1/1/2017 - 12/31/2017
Account Type Sub Type Debit Credit Tax Line
AccountsPayable AccountsPayable 0.00 1,602.67|Unassigned 4
AccountsReceivable AccountsReceivable 5,281.52 0.00|Unassigned
Expense AdvertisingPromotional 74,86 0.00|Page 1, Line & Advertising
Expense Auto 113.96 0.00|Page 1, Line 9: Car and truck expenses
Expense Auto 349.41 0.00]Page 1, Line 9: Car and truck expenses
OtherCurrentLiability GlobalTaxPayable 0.00 370.94| Unassigned
Bank Checking 1,201.00 0.00|Unassigned
CostofGoedsSold SuppliesMaterialsCoas 405.00 0.00[Page 2. Line 38: Materials and supolies .
“ m v
@ Help! @ Refresh Data From QuickBooks | Save | [ Import | [ Close

14. From the Import QuickBooks Data dialog box verify the mapping information, and then click Import. ATX auto
assigns tax lines based on the account type and sub type. See Data from QuickBooks .

“%_Unassigned items in the Tax Line column do not import, so you should verify all line mapping before
- importing accounting data. If changes are needed for the Tax Line column, click the cell and use the drop
down list to make changes. Once changes are complete, click Save to save the changes. ATX saves these
changes and uses them the next time the client is selected.

Clicking the Refresh Data From QuickBooks link resets assigned mapping for the client.

15. Click Import.

Data from QuickBooks

The Import QuickBooks Data dialog box allows you to change tax line mapping, and/or update imported data from
QuickBooks.

Tmport QuickBooks Dats =]
Client: CompanyUS_1 Basis:  Accrual Date Range: 1/1/2017 - 12/31/2017
Account Type Sub Type Debit Credit Tax Line
AccountsPayable AccountsPayable 0.00 1,602.67|Unassigned 4
AccountsReceivable AccountsReceivable 5,281.52 0.00|Unassigned
Expense AdvertisingPromotional 74,86 0.00|Page 1, Line 8: Advertising
Expense Auto 113.96 0.00|Page 1, Line 9: Car and truck expenses
Expense Auto 349.41 0.00|Page 1, Line 9 Car and truck expenses
CtherCurrentLiability GlobalTaxPayable 0.00 370.94| Unassigned
Bank Checking 1,201.00 0.00|Unassigned
CostofGoedsSold SuppliesMaterialsCoas 405.00 0.00|Page 2. Line 38: Materials and sunaolies b
“ m »
(@ Help @ Refresh Data From QuickBooks | Save | [ Import | [ Close

Changing Tax Line Mapping
If changes are needed to the Tax Line column, click the cell and use the drop down list to make changes. Once changes are

complete, click Save to save the changes. ATX saves these changes and uses the saved mapping the next time the client is
selected.

Clicking the Refresh Data From QuickBooks link resets assigned mapping for the client.

Refresh Data and Re-Import
There are times that you may need to refresh the data from QuickBooks and re-import the information to ATX.
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To refresh the data from QuickBooks and re-import:

1. Openyour client's tax return in ATX.
2. From the Returns menu, select Accounting Import, and then click QuickBooks Online.
« If prompted log in to QuickBooks.

Import QuickBooks Data - Authonzed Chent(s) @

One or more Quickbooks clients has been previously authorized for
ﬂ import.

Select Continue to continue working with an authorized client.

& Authorize Mew Client [ Continue ][ Cancel

3. From the Import QuickBooks Data Authorized Client(s) dialog box, click Continue.
« Click Authorize New Client if you have more than one client for this return or if the wrong client was selected.

If the wrong client was selected previous imported data is not removed, verify information after import.

Import QuickBooks Data - Client Parameters @

@ Select the client, date range, and basis for the data you want to import.

Client:

[ Company_U5 1 -
Start Date: End Date:

| 1/1/2017 | [12/31/2017 |

Basis of Accounting:

[Acr_rual - |

[ Continue |[ Cancel

4. Select a company from the Client drop-down list.
5. Enter a starting date in the Start Date box and ending date in the End Date box.
6. Select the basis of accounting from the Basis of Accounting drop down list, and then click Continue.
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Import QuickBooks Data - Select Schedule &

@ Select the Schedule C where you want this data imported.

Tax Form:

1040

Schedule;

S5ch S b
S5ch &I
Sch 02

@@E Continue |[ Cancel |

7. Select the schedule from the Schedule drop down list. This step is only for 1040 retumn types.

Import QuickBooks Datz =]
Client: CompanyU5_1 Basis: Accrual Date Range: 1/1/2017 - 12/31/2017
Account Type Sub Type Debit Credit Tax Line
AccountsPayable AccountsPayable 0.00 1,602.67|Unassigned 4
AccountsReceivable AccountsReceivable 5,281.52 0.00|Unassigned
Expense AdvertisingPromotional 74,86 0.00|Page 1, Line 8: Advertising
Expense Auto 11396 0.00|Page 1, Line 9: Car and truck expenses
Expense Auto 349.41 0.00|Page 1, Line 9: Car and truck expenses
CtherCurrentLiability GlobalTaxPayable 0.00 370.94|Unassigned
Bank Checking 1,201.00 0.00|Unassigned
CostofGoedsSold SuppliesMaterialsCoas 405.00 0.00/Page 2. Line 38: Materials and sunalies b
“ m b
@ Help @ Refresh Data From QuickBooks | save | [ Import | [ Close

8. Click the Refresh Data From QuickBooks link, verify the mapping and then click Import.

% Unassigned items in the Tax Line column do not import, so you should verify all line mapping before

- importing accounting data. If changes are needed for the Tax Line column, click the cell and use the drop
down list to make changes. Once changes are complete, click Save to save the changes. ATX saves these
changes and uses them the next time the client is selected.

Clicking the Refresh Data From QuickBooks link resets assigned mapping for the client.

Importing Another Company into a Return

When a client has more than one schedule for a return you can use the Authorize New Client link to import the additional
accounting data into ATX.

To add an additional company to a return:

1. Openyour client's tax return in ATX.
2. From the Returns menu, select Accounting Import, and then click QuickBooks Online.
« If prompted log in to QuickBooks.
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Import QuickBooks Data - Authorized Chent(s) =]

One or more Quickbooks clients has been previously authorized for
import.

Select Continue to continue working with an authorized client.

@ Authorize Mew Client I Continue I[ Cancel

3. Click Authorize New Client if you have more than one client for this return.

Sign in with Quickbooks =]

qb Iqm‘t'i“l ckboo ks Welcome, Marilyn (Not you?)

You're almost ready to use ATX QuickBooks Import...

Which company would you like to connect to?

Company/Firm: |Select company or firm j

=1

INTuIt
ol'l\"fﬁ-fﬁ! @"\ \'-:‘.(J"'i.'\ apl(.':”.l‘l‘(.(.' 0"\”'.

©2018 Intuit Inc. All rights reserved

4. Select the Company/Firm from the drop down list, and then click Confirm.
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Sign in with Quickbagks

infurt

Welcome, Not you?)

b quickbooks.

@
quuckbooks. ATX

ATX QuickBooks Impert

By clicking Authorize, | allow ATX QuickBooks Import and Intuit to use my information*® in accordance with each
company’s respective terms of service and privacy policy; ATX QuickBooks Import's Terms of Service and Privacy
Policy. Additionally, where applicable, | give ATX QuickBooks Import limited access to my QuickBooks Payments
account to provide me payments-related services. | authorize the sharing of data between Intuit and ATX
QuickBocks Import. *Infermation may include data from CQuickBooks Online, QuickBooks Desktop and QuickBooks

Payments.

‘ Cancel ‘

5. Read the authorize conditions, and then click Authorize.

Import QuickBooks Data - Client Parameters

Client:

@ Select the client, date range, and basis for the data you want to import.

=]

[ e Company_US 1 x
Start Date: End Date:
|1/1/2017 3] | |12/31/2017 |
Basis of Accounting:
[Accrual - l
r@@g [ Continue l [ Cancel

4. Select a company from the Client drop-down list.

5. Enter a starting date in the Start Date box and ending date in the End Date box.
6. Select the basis of accounting from the Basis of Accounting drop down list, and then click Continue.
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Import QuickBocks Datz - Select Schedule =
@ Select the Schedule C where you want this data imported.

Tax Form:

1040

Schedule;

Sch G hd
S5ch S
Sch & 02

& Help Continue | [ Cancel |

7. Select the schedule from the Schedule drop down list. This step is only for 1040 return types.

Import QuickBooks Data =]
Client: CompanyUs_1 Basis: Accrual Date Range: 1/1/2017 - 12/31/2017
Account Type Sub Type Debit Credit TaxLine
AccountsPayable AccountsPayable 0.00 1,602.67|Unassigned
AccountsReceivable AccountsReceivable 5,281.52 0.00| Unassigned
Expense AdvertisingPromotional 7486 0.00|Page 1, Line 8: Advertising
Expense Auto 11396 0.00[Page1, Line 9: Car and truck expenses
Expense Auto 349.41 0.00|Page 1, Line 9: Car and truck expenses
OtherCurrentLiability GlobalTaxPayable 0.00 370.84|Unassigned
Bank Checking 1,201.00 0.00| Unassigned
CostofGoodsSeld SuppliesMaterialsCoas 405,00 0.00|Page 2. Line 38: Materials and subalies b
4 n
@ Help @ Refresh Data From QuickBooks | [ Save | l Import | [ Close

8. From the Import QuickBooks Data dialog box, verify the mapping information, and then click Import. ATX auto
assigns tax lines based on the account type and sub type. See Data from QuickBooks .

L

% Unassigned items in the Tax Line column do not import, so you should verify all line mapping before

~ importing accounting data. If changes are needed for the Tax Line column, click the cell and use the drop down
list to make changes. Once changes are complete, click Save to save the changes. ATX saves these changes
and uses them the next time the client is selected.

Clicking the Refresh Data From QuickBooks link resets assigned mapping for the client.

Accounting Import for CAS

ATX Tax software can import your accounting data into tax returns from CAS Client Write-Up. Accounting Data must be
exported from CAS and GL accounts must be mapped to their corresponding tax line. Once mapping is complete, the data
may be imported into ATX and the amounts will flow to the mapped tax lines.

Supported Returns and Activities:

The Accounting Import feature imports accounting data into the following forms:

366



Chapter 10: Working in Forms

Form 1040, U.S. Individual Income Tax Return

« Schedule C (1040), Profit or Loss from Business

« Schedule E (1040), Supplemental Income and Loss (rent and royalty properties)
o Schedule F (1040), Profit or Loss from Farming

« Form 4835, Farm Rental Income and Expense

Form 1065, U.S. Return of Partnership Income

Form 1041, U.S. Return for Estates and Trusts

Form 8825, Rental Real Estate Income and Expenses of a Partnership or an S Corporation
Form 1120, U.S. Corporation Income Tax Return

Form 1120S, U.S. Income Tax Return foran S Corporation

Form 990, Retumn of Organization Exempt From Income Tax

Form 990EZ, Short Form Return of Organization Exempt From Income Tax

Importing CAS Accounting Data into ATX

Accounting data exported from CAS may be imported into ATX and the amounts will flow to the activities mapped during the
export from CAS. It is not necessary to add activities to the tax return prior to the import. If the required forms do not yet exist
in the return, they will be added during the import process.

To import accounting data:
1. Openyour client's tax return in ATX.

" The SSN or EIN must already be entered.

2. Click the Returns menu; then, expand the Accounting Import fly-out menu and select Client Write-Up.

Activity Selection =]
@ Change the associated tax return activities as needed using the drop down lists in the right column.
Imported Activities Tax Return Activities
Sch C Copyl Sch C:01
SchEPgl Copyl Column A <Add New>
Sch EPgl Copyl Column B <Add New>
Sch EPgl Copyl Celumn C <Add New>
Sch F Copy1 Sch R01
4835 Copy 1 4835:01
@ Help [ Import ] [ Cancel |

If the file has been saved to another location during export, you will see a browse dialog box. Simply browse to
=== the export file, click Open, then the Activity Selection dialog box will appear.
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"% Thelmported Activities column lists each activity to be imported. The Tax Return Activities column shows
- the form(s) to which data will be imported. <Add New> signifies that the form will be added during the import
process.

3. Click Import to complete the process.

The Import Progress... dialog box appears, followed by the Import Results dialog box.

All necessary forms have been added to the return and totals have been imported to the mapped tax lines.

Exporting CAS Files
To export CAS files in IMP format:

1. With the desired client open in CAS, click the Activities menu; then, expand the Exports fly-out menu and select
Tax Export.

® General Ledger Tax Interface for (DEMOCREO01) (3w

Client Entity | ndlividual

&

Tax Form 1040

Tax Interface Package to Interface 'Wwith

PruSistem fu Taun

Taswlize
Lacerte Tax
ProSeriez Buziness Tax

Tax Year %

| Bollover Tax Line [tems | |

CAUTSMCW U SuitehdemnodatabDEMOCREDD _CAM. mi

2. Inthe General Ledger Tax Interface for dialog box, select the Client Entity, Tax Interface (ATX), and Tax
Year.

3. Click Continue.

L

%, If you have another CAS client that has already been mapped and you would like to use identical mappings for
~ this client or if you would like to rollover mappings for this client from a prior year, click Rollover Tax Line
Items then follow the instructions in the Roll In Tax Line Assignments from dialog box.
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® Ascign tax lines to general ledger accounts - DEMO - Creekside Estates, Ltd. (DEMOCRED01) @
Tax Lines
Select List
. Tax Line Description C =]
To assign tax lines either: select — — - 1
the GL account fram the SchE, Line 3a - Column A - Merchant card | 1
Drestination List then SchE. Line 3b - Column & - Payments nat reparted 1 -
double-click on the tax line from SchE. Line 5 - Column & - Advertising 1~
the Select List or drag the tax SchE, Ling 6 - Column & - Auto and travel 1 ]
line from the Select List to the - - —
appropriate GL account in the SchE. Line 7 - Column & - Cleaning and maintenance 1 |
D estination List SchE. Line 8 - Column & - Commissions 1 -]
SchE, Ling 3 - Column & - Insurance 1 |-

Destination List
Search Account Dezcription

Account Description Balance Tax Line Description | Copy |L
10M0-000 Petty Cash 100.00
1020-000 Checking Acct - Regions Bank 1169316 1
1030-000 Checking Account - AmSouth 3,000.00
1040-000  Savings Account - AmSouth 13,689.04
1050-000 Tenant Rent Receivable 0.0
1500-000 Land 75.000.00
1510-000 Buildings 375E15.22
1515-000 Ace. Depr - Buildings [32.906.60
1520-000 Property Improvements 15100811
1525-000 Acc. Depr - Improvements [13.467.30)
1530-000  Furniture & Fistures 3.761.22 -

Export Cloze
CAUTSMCWw U Switehdemodata\DEMOCRE D0 _CAM.mdb

4. Do one of the following:

« Select the desired GL account in the Destination List; then, double-click the corresponding tax line in the
Select List.

« Drag the desired tax line from the Select List to the appropriate GL account in the Destination List.
5. Click Export.

The Browse For Folder dialog box appears.

6. Do one of the following:
« Click OK to export to the default location (recommended).
« Browse to another save location for the export, then click OK.

Form Update Report

When updates are downloaded to your system, the Form Update Report dialog box tells you about the changes to forms.
This dialog box has two tabs:

« Form Update Returns Report
« Form Update Forms Log

Form Update Returns Report

The Form Update Report lists forms that have been updated that are included in your returns.
To view the Form Update Returns Report:

1. Do one of the following:
« Click the Forms menu; then, select Form Update Report.
« Click the Updates button; then, on the Updates dialog box, click the Form Update Report link.
« From any Updates dialog box, click the Form Update Report link.
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Ul Element
Forms Updated

Changes made to this form
Returns containing this form

Help
Prev/Next

Close

Form Update Forms Log

Ferm Update Report

Returns | Forms

Forms Updated:

4 Federal
1040
1040 EdExp
1040 EF Info
1040-V

8965

Bank Account
Sch 8812

Sch A

Sch EIC

W-2

1040

Changes made to this form: Returns centaining this form:

Version 162: Return Mame - |
‘Ln 29 - Health Ins' worksheet, Informational BRAZIER, JANICE

instructions added at the top of worksheet
regarding Publication 974,

Version 161:

E-File functionality revised to prevent rejection for
F1040-034-03 when 1040 K-1 withhelding amounts
are present.

Version 161:

Amount of 'Ln 29 - Health Ins' worksheet, Line 2

updated.

n | »

COBB, RICHARD
EMERSOMN, AMANDA B
GALE, MARY A

GUERD, JOHMN M and M...
HAMMILL, TIMOTHY R...
HOLMES, CLANCY

LANGSTON, BETTY R
KACDAMIEL IEEE

@ You can view this report at any time by clicking Form Update Report on the Forms menu.

@ 1ep

MNext = I [ Close

2. Click Next to see the changes made to the next form in the Forms Updated list.

Description

Opens Program Help.

Closes the dialog box.

The Form Update Forms Log lists all forms updated on a selected day.

To view the Form Update Log:
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1. Do one of the following:

o Click the Forms menu; then, select Form Update Report.

« Click the Updates button; then, on the Download Form Updates dialog box, click the Form Update Report

link.

» From any Updates dialog box, click the Form Update Report link.

2. Click the Forms tab.

Lists the forms that were included in the update.

Lists the changes made in the form selected in the Forms Updated pane.

Lists the return names containing the form that is selected in the Forms Updated pane.
A check mark indicates a return that has been marked Complete.

Moves to the information for the Previous or Next form in the Forms Updated pane.
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Form Updste Report =]

Retumns | Forms

il

Time Completed Form Mame Ferm Description Form Version Downleaded Processec
1/18/2017 10:29:46 AM | Client Letter State | State Client Letter 79 Success Success
1/18/2017 10:29:46 AM | Bank TPG RT App | TPG RT Application 39 Success Success H
1/18/2017 10:29:46 AM | Fee Collect PS Fee Collect PS Application 5 Success Success |
1/18/2017 10:29:46 AM | Bank 3Fund 3Fund Bank Product Application 15 Success Success
1/18/2017 10:29:46 AM | 1040-ES Estimated Tax for Individuals 32 Success Success
1/18/2017 10:04:39 AM | OH 5ch Credits | Schedule of Credits 8 Success Success
1/18/2017 10:04:36 AM | OH IT-1040 Individual Income Tax Return 76 Success Success
1/18/2017 10:04:36 AM | OH 5D-100 5D 100 Scheol District Income Tax Return 61 Success Success
1/18/2017 10:04:36 AM | OH E-File Info Electronic Filing Information 55 Success Success
1/18/2017 9:53:41 AM | 1065 Return of Partnership Income 111 Success Success  «
o m | »

@ e

3. Toview the update log for a different date, click the calendar (outlined in red) and select a new date.

Re-Downloading Forms in Marked Returns

This function allows you to delete corrupted forms in specific returns and replace them with the most up-to-date forms.
To re-download forms in marked returns:

1. InReturn Manager, mark the return(s) whose forms you want to replace.
2. Click the Support menu.
3. Select Customer Service Utilities; then, select Re-Download Forms in Marked Returns.

Re-Download Forms =]
@ The fellowing forms will be re-downloaded:
Name Details
1040 Individual Income Tax Return
1040-ES Estimated Tax for Individuals
Sch EIC Earned Income Credit - Child Infor
4868 Automatic Extension of Time To F
Sch 8812 Child Tax Credit
8867 Paid Preparer’s Earned Income Cry
Bank Account Bank Account Information
1040 EF Info Electronic Filing Information
Common Wkbk Common Workbook
Ww-2 W-2 Wage Worksheet for 1040
ZZSTCRED Credit for State Taxes Paid
| 1] | »
@ Help | Re-Download Forms | [ Cancel ]

%, Allthe forms in the return will be checked. If you do not want to replace a specific form, simply clear the check
- box.

4. Click Re-Download Forms.
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Update Results =]
o’ Updates Completed Successfully!

100%

Updated:
% Connecting to the web server
i Collecting forms information
4" Downloading 11 of 11 forms
& Processing 11 of 11 files

| Form Update Report

5. Toview the list of updated forms, click the Form Update Report link, and select the Forms tab.
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E-filing

E-filing is a complex subject. For those who are unfamiliar with e-filing, we've provided a long list of topics that will give
you the background and information you need to get set up and begin e-filing retumns.

"%, Aside from the regular ATX System Requirements, the only requirement for e-filing is broadband internet access.

Federal E-filing Requirements and Eligibility
Apply to File Returns Electronically

To become an authorized e-file provider, follow directions on the Becoming an Authorized e-file Provider page of the
IRS Web site.

If your application is accepted, you may continue to participate in the program as long as you and your business meets
and adheres to IRS e-file requirements.

2 This process can take up to 45 days to complete.

Receive Your EFIN

If you are approved, you'll receive an acceptance letter containing your credentials and your unique Electronic Filing
Identification Number (EFIN), which must appear on all your e-filed retums.

You only complete the application once. After you have been authorized to participate, you will receive an acceptance
letter before the start of every subsequent tax season, as long as all of the following are true:

« Youraddress is up-to-date on IRS e-file Application records;
« Youtransmitted at least one e-file that was acknowledged as accepted for the previous or the current year;
« You are not denied, suspended, or expelled from participation in IRS e-file.
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Preparers operating in California, New York, Maryland, and Oregon must meet additional requirements mandated by their

respective State Agencies State or Local E-filing Requirements.

State or Local E-filing Requirements

There are considerable state-to-state variances in e-filing rules and requirements. Some states allow you to e-file your returns
directly to them, while others only accept e-files after they have first been validated and forwarded by the IRS. You may e-file

state returns using one of three methods, as determined by the state:

» Linked or Fed/St - The federal and state returns are linked together. The IRS will verify that the indicated Federal
return has been accepted before forwarding the state return to the state. If the Federal return has not been received,
or has been rejected, the state return will be rejected with Error Code STATE-902: The IRS Submission 1D

referenced in the State Submission Manifest must be in accepted status.

- State Only e-file (Unlinked) - State Only e-file is a joint IRS/state program. The IRS receives state e-file returns,
validates that they are in the proper format (but doesn't validate the data or content), and then forwards them to the

state(s).

« Direct e-file - A direct e-file state accepts transmissions independently and without regard to the status of the
Federal e-file. However, we do not recommend transmitting an e-file directly to a state until the IRS has

acknowledged receipt of an error-free Federal retumn.

To learn about a particular state's e-filing requirements, or about the transmission method you need to use:

1. Gotowww.MyATX.com inyour Internet browser.

The MyATX Solution Center page appears.

2. Inthe upper right corner of the page, click the Login link.

Client Login

Please login to your account by completing the form below

Client ID

Username

Password

User Verification ( what's this? )

™

I'm not a robot
.
WARNING: Three unsuccessful login attempts will lock your
account
Forgot username or password?
Remember Me

Must be at least 8 characters in
length

Must not exceed 100 characters
Must contain at least one number
Must contain at least one special
character(#71@5%"&*-)

Must contain at least one upper
case character

Must contain at least one lower
case character

Case-sensitive
Cannot contain the user name

Cannot reuse any of your last 10
passwords

Passwords expire every 90 days

Need Help?

3. If youare not logged in, enter our Client ID in the Client ID box and press the Tab key
4. Enteryour User Name in the User Name box and press the Tab key.

5. Enteryour Password in the Password box.
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6. Select the Remember me check box if you want the Solution Center to remember your information the next time

you log in.

7. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click

the Verify button.
8. Click Log In.

The MyATX™ Support Center Web site appears.

9. Click the E-File Center tab at the top of the page.

Tx Manage Users | Logout

rt Center

ATX Communities Download Center ||[JSgFEEe-t ) =1

E-File Center Home
E-File Status
Settlement Solutions
Protection Plus
Online Check Printing
E-File Availability
E-File Calendar

E-File Drain Times

ATX E-File Bulletins

-

E-File Guide
IRS Refund Cycle
State DORs

ATX Home

Company Information
Product Catalog
Contact Us

Email Customer Service

IRS and State E-File Notices

-

Tax Update N

10. Click the State DORs link on the left side of the page.

333 N. Capitol Strast, NW, Suite 348, Washington, DC, 20001 + (202) 624-5890

Research/Tax Policy Taxpayers/Tax Professionals Government Media

Links to State Websites

FTA Home Page

Tax Rates/Surveys
click on map to see state websites

State Agencies/Links | ——Show Alle—e 7|

State Tax Agencies

. . Contact FTA
“ka Federation of Tax Administrators [E=areh FTA websit=
J L

staif

Search

Members Only

Links to State
Tax Agency
Websites

Click on the Map to
see all links for that
state, or limit your

State Tax Forms

Internet Filing

Economic & Tax Researc|

Motor Fuel Links

eFiling Standards

Federal Resources

search by selecting
link type.

Need to see a list
of All State Tax
Agencies, see our list
of FTA Members.

Need detail contact
information on State
Tax Administrators,
purchase our
Directory of State Tax
Administrators

now available

Multistate Sales &
Use Tax Certificate

State Users should
9o to TaxExchange
for more options in

Private Sector Groups © s
HI [y
3
Technology
PR
Motor Fuel Taxes - =
Loz State Links
FTA Meetings [Alabama] [Alsske] [Arizona] [arkansas] [California - B0E] [Cal fornia - £00] [California - #72]
{Cotorsde] [Cormacticst] [Dalahare] [Distek of Celombia] [Flanda] [Gaorcia] [iawal] [1dshe] [1linsi
Publications Cicone Lol Urss rentor) (o) (e (haryorc) esmcnsets o
" 2 brad [Neve Hampshire][New Jersey] [New
evico] e York. Sease] Caws vork Cty] Chern Carlina] [Norh Dakota] (O] [Okishoms] [Oreger

What is FTA

Energy Producing States

TaxExchange

contacting other state
officials

11.  Onthe map, click the state for which you want information.
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Florida - State Tax Agency Links

Current Year Tax Forms

Electronic Filing/Payment Options

Tax Collection Statistics

Official State Forecasts

Office of Economic & Demographic Research
Motor Fuel Taxes

Electronic File and Pay Information

Taxpayers Impacted by Hurricane Sandy - see not on main
webpage

Department of Revenue

Federation of Tax Administrators

12. Click the desired link.
States with Additional Requirements

With the exception of California, New York, Maryland and Oregon, all states automatically accept all EROs without additional
state registration.

California requires registration with the California Tax Education Council and Continuing Education Credits.
*Certified Public Accountants, Enrolled Agents, Attorneys who are members of the State Bar, and certain specified government,
banking or trust officials are exempt.

New York requires tax preparers to obtain a New York Tax Preparer Registration Number (NY TPRIN).

*Certified Public Accountants, Enrolled Agents, Attorneys who are members of the State Bar, and certain specified government,
banking or trust officials are exempt. Certain other specified exemptions may also apply. Visit the NY Department of Taxation and
Finance for more information.

Maryland requires a Federal PTIN, registration fee, and an examination.
*Certified Public Accountants, Enrolled Agents, Attorneys who are members of the State Bar, and certain specified government,
banking or trust officials are exempt.

Oregon imposes strict licensing requirements on all tax preparers.
*Enrolled Agents may qualify for limited exemption.

E-File Signatures

Like any conventional return, an e-file is not considered valid until both you and your client(s) have signed it. The IRS will
accept any of the three digital signing methods described in the table below. Only the Self-Select PIN method results in a truly
paperless e-file.

To request an E-file PIN, enter www.irs.gov/Individuals/Electronic-Filing-PIN-Request in your Internet browser.

Signature

Methods Taxpayer ERO (Preparer) Paper Forms Required

1. Enter taxpayer's PIN
1. Complete and sign  on EF Info Worksheet (if
Form 8879 (Part II). authorized by taxpayer)
on Form 8879.

Practitioner PIN Form 8879. DO NOT FILE.
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Signature

Taxpayer
Methods pay
2. Enter PIN on EF
Info Worksheet (if
ERO is not authorized
to do so).

1. Enter PIN on EF

Info Worksheet or

complete Form 8879,

authorizing ERO to do
Self-Select PIN so.

2. Enter taxpayer's
prior year AGI on EF
Info worksheet.

Enter E-File PIN on
EF Inf Worksheet
Prior Year PIN field.

E-File PIN

ERO (Preparer)

2. Enter 5-digit ERO PIN
on EF Info worksheet.

1. Enter 5-digit ERO PIN
on EF Info worksheet.

2. Enter taxpayer's PIN
on EF Info worksheet (if
authorized by taxpayer

on Form 8879).

3. Enter taxpayer’s prior
year PIN or AGl on EF
Info Worksheet.

1. Enter 5-digit ERO PIN
on EF Info worksheet.

2. Enter taxpayer’'s PIN
on EF Info Worksheet (if
authorized by taxpayer
on Form 8879).
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Paper Forms Required

Retain for three years from the Return Due
Date or IRS Received Date, whichever is
later. See Form Instructions.

None, if taxpayers enter their PINs on the EF
Info Worksheet. Otherwise, complete Form
8879, but do not file it. Instead, retain the
form for three years from the Return Due
Date or IRS Received Date, whichever is
later.

None, if taxpayers enter their PINs on the EF
Info Worksheet. Otherwise, complete Form
8879, but do not file it. Instead, retain the
form for three years from the Return Due
Date or IRS Received Date, whichever is
later.

% One of the most common e-file rejections involves a disagreement between the prior year AGl amounts on file with the
- IRS and the amounts entered by taxpayers using the Self-Select PIN method. Although Practitioner PIN requires you to
complete Form 8879, this form is not filed. Consequently, we recommend the Practitioner PIN method as the more

reliable method.

Determining Prior Year AGI (Self-Select PIN method)

When taxpayers sign their electronic tax returns using the Self-Select PIN method, you need to include their prior year
adjusted gross income (AGI) amounts, so the IRS can validate the taxpayers' identities.

%, Forthis purpose, the prior year AGl is considered the AGI on the taxpayer’s originally filed prior-year retum as the IRS

~ accepted it.

« Do not factor in math error corrections by the IRS or adjustments reflected in amended returns.
« Negative amounts are valid when the prior-year AGI (as defined above) is a negative number.

« If the prior-year return was filed as Married filing jointly (MFJ) with the same spouse, enter the same prior-year total
AGI for each taxpayer. Do not divide the amount between the taxpayers.

« If the prior-year return was filed as MFJ with a different spouse, enter the prior year total AGI from the joint return

filed with the ex-spouse.

« A zero amount is valid when the taxpayer’s prior-year AGl is zero, when the taxpayer did not file a prior-year retumn,
and when the prior-year return was filed after December 9. If you e-file a return using the Self-Select PIN method and
the prior-year AGI does not match the IRS Master file, the IRS will reject the return, citing the FD0679 or FD0680
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error code. If taxpayers are unsure of their original prior-year AGlI amounts, have them contact the IRS Customer
Service department at (800) 829-1040. To avoid possible errors due to mismatched AGI, use the Practitioner PIN
signature method instead.

Resources for E-filing
IRS Resources

The IRS issues various form instructions, notices, and publications that contain requirements for filing individual and
business tax returns electronically. We recommend that you review the following resources before you begin e-filing:

« IRS and state instructions for 1040 forms

« IRS and state instructions for 1065 forms

« IRS and state instructions for 1120, 1120-F and 1120S forms

« IRS and state instructions for 990, 990-EZ, 990-PF and 1120-POL forms
« IRS and state instructions for 940, 941, and 944 forms

« Information for IRS e-file providers: enter hitps://www.irs.gov/tax-professionals/e-services-online-tools-for-
tax-professionals in your Internet browser.

o Publication 1345, Handbook for Authorized IR S e-file Providers of Individual Income Tax Returns
o Publication 4163, Modernized e-File (MeF) Information for Authorized IR S e-file Providers for Business Retumns

Government Forms and Instructions

To download IRS form instructions, notices, and publications, enter www.irs.gov/formspubs/index.html into your Internet
browser.

Wolters Kluwer, CCH Small Firm Services

Additional resources are available on the MyATX Solution Center site:

To access the site, go to www.MyATX.com.
Revenue Procedure/Technical E-file Publications

To download the revenue procedure and e-file specific publications, visit www.irs.gov/Tax-Professionals/e-File-
Providers-&amp;-Partners/IRS-e-file-Technical-Publications.

Modernized E-file

Modernized E-file (MeF) employs a standard XML format, which enables you to attach various required statements and other
supporting documentation to the return. This ability is fully supported by your tax software. See PDF Attachments.

%, Todetermine whether you must e-file your business returns or for more information about MeF, visit the IRS Web site
"~ by entering www.irs.gov into your Internet browser.

E-file Statuses

This table defines the terms that can appear in the Status column of the E-file Manager.
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Status

Created

Held

Duplicated

Transmitted to EFC

Transmitted to Agency

Rejected

Rejected by EFC

Rejected by Agency

Accepted

Receive Acks

Accepted with Messages
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Description

The e-file has been created and the return is ready to be transmitted to the e-file server, or
EFC.

;. If you make any changes to the return after this point, you must re-create the e-file.

Indicates you have marked this return Held to prevent it from being transmitted until later.

A return with this SSN/EIN was previously transmitted to the agency. For duplicate SSNs,
you must contact the agency to resolve the issue.

The return has been successfully transmitted to our Electronic Filing Center (EFC). Its
status on our server does not allow it to be retransmitted.

We have transmitted this return to the appropriate tax agency.

Changes were made to the return after creating the e-file but before transmitting it to the
EFC. You may have added or removed forms, printed cycling forms (estimated vouchers,
etc.), or edited and saved the return in another way. To ensure the e-file reflects the current
return, you must re-create the e-file before transmitting it.

The return did not pass our validation process and has not been transmitted to the IRS or
state. See Correcting E-file Rejection Errors.

The e-file was successfully transmitted to and received by the IRS or state, but it contained
errors. See Correcting E-file Rejection Errors for instructions on correcting the errors.

Return was successfully transmitted to and received by the IRS or state. It has now been
processed and validated. This is the final status for most e-files.

Return was imported or restored from a backup and the e-file status was not accepted;
consequently, you need to Receive Acks to receive the most current e-file status from the
EFC. See Receiving Acknowledgements.

The return was successfully transmitted to and received by the agency. However, the
agency has also transmitted one or more messages with the acceptance. See Displaying
E-file Rejection Errors or Messages.

Avoiding Common E-file Rejection Errors

There are several things you can do to avoid e-filing rejection errors:

Update Tax Program and Forms Frequently

Frequent updates will help prevent IRS rejections. See Updating ATX.

Internet Connectivity and Software Accessibility

The most important e-filing prerequisite is the ability to transmit your data via an Internet connection. In regard to your
connection, there are a few things you should keep in mind order to avoid e-filing problems:
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« Connection speed - We recommend using a broadband connection, such as DSL or cable. In most cases, dial-up
is too slow to handle the size of the e-filed return.

« Connection type - You can have either a direct connection or a portal connection to the Internet. A direct Internet
connection is one in which your computer uses the standard TCP/IP Protocol to communicate with other computers
and access Internet services, such as e-mail, Telnet, or FTP. While connected via TCP/IP, you can check your e-
mail, for example, with any e-mail program you choose. Your Internet service provider (ISP) does not require you to
use its program to access e-mail or other Internet services.

» Firewalls - A firewall prevents unauthorized access to and from a network or a stand-alone computer. A firewall can
be a physical device (hardware), a program (software), or both. To make sure you have a good connection between
your system and the EFC, you'll have to set some parameters in your firewall software.

Creating E-files

After completing the return, we recommend running the Checking Returns for Errors function and correcting e-file errors.

%, Ifarequired form is missing from the retumn, the application automatically adds it when you create the e-file.

To create e-files:

Before creating an e-file, make sure that the EFIN used on the EF Info form has been entered in the Preparer/ERO
=== Manager. See Entering an ERO EFIN.

1. Open the return to be e-filed.
2. Do one of the following:
« Click the E-file button on the toolbar.
« Click the E-file menu; then, select Create E-file.

Create E-file =]

Click to select jurisdictions:

Federal 1040
@ An EFIN from the Paid Preparer information must be entered on the form. Add Preparer/ERQ

The Create E-file dialog box displays messages relating to the e-file jurisdictions available to create. See the
Create E-file Dialog Box topic for an explanation of the messages.

3. Follow the message directions in the dialog box to add required forms.

%, Once you've corrected the message(s), the check box for that return type will become enabled.

4. Select the check boxes for the return type you want to e-file.
5. Click Create.
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@ Help

E-file Creation Results

G

@ E-files not created due to errors:

Your state e-files are automatically held until the Federal is accepted.
Adjust state e-file settings

Federal 1040

Review errors and/or warnings in the Check Return list below.
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The E-file Creation Results Dialog Box shows you whether or not your e-file(s) were successfully created, and
whether or not you need to correct errors or review warnings before officially transmitting the e-file.

6. Click OK.

The Diagnostics pane appears below the forms. To successfully create an e-file, you must fix any errors. Errors
appear in red, warnings in orange, and informational messages in blue.

7. Inthe Diagnostics pane, click an error or warning.

The selection is highlighted in blue. In the open form area above the Diagnostics pane, the system jumps to the
corresponding field in the form:

n

11205 Form 11205 1120 5 CAS IMPORT RETURN 85-7496321 Fage 2
Sch F:01 REELNEYsY  Other Infopwation{seeinsyuctions) Yes | No £
Sch D (11205) 1  Check accounting method; l a D Cash } |:| Accrual  © D Cther (specify) P
Sch K-1 2 Seethei and
1120/5 EF Info a Business activity ® b Productorservice ®
‘1258 Althe end of the tax year, did the corporation owm, directly or indirectly, 50% or more of the vating stock of a domestic
2553 corporation? (For rules of atinbution, see section 267(c).) If "Yes." attach a statement showing: (a) name and employer
identification number (EIN), (b) percentage owned. and (c) if 100% owmned, was a qualified subchapter S subsidiary -
8825 alartfinn mada?
8949 ‘ !
Pages & Worksheets |y |1 |2 |3 | 4 | Options | Bus Codes | Explanations | ftem H(4) - Amended Exp | L[ » | Zoom [:} 100%
Click the items below to locate on the form [ Re-CreateEefiiel) | [  close || Help
26 of 26
11205 Errar The principal business activity must be entered,
11205 Errar The principal product or service must be entered,
‘I'E’:,rors 11205 Error A business code number must be entered.
@ fammgts ! 11205 Error The accounting method box must be checked. =
nformational
Estimates
Overrides . "
ENMES Diagnostics pane
Clear Filters |

8. When your errors are corrected, click the Re-Create E-file(s) button.
9. If you receive more errors, repeat the correction process until your e-file is successfully created.

Create E-file Dialog Box

If you make changes to a return after the e-file was created, you must re-create the e-file before transmitting.

The Create E-file dialog box allows you to select the returns (state and/or Federal) that you want to e-file. It has built-in IRS
business knowledge that gives you an error, warning, or informational message when missing data or forms in the return may

prevent you from e-filing.

The Create button only becomes enabled when you resolve these e-file related errors.
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Create E-file

Click to select jurisdictions:

Federal 1040

@ An EFIN from the Paid Preparer information must be entered on the form. Add Preparer/ERO

Cancel

Create E-file Messages

The following messages may appear when you create e-files:

Create E-file Messages

There are required forms missing from

your return

Some forms in your return have not been

approved for e-filing

Form Xis required but has some errors

or warnings of its own

At least one of the following e-file types is

required to select this e-file...

Form Xis required to e-file FormY and

will be selected automatically

382

Message Description

Click the left arrow to reveal the name of the missing form. Click the Add
required forms link to add the required forms to the return. The required
form tabs will appear at the top of the page.

Displays if forms associated with the return are not yet approved for e-filing.
Click the arrow to the left of the message to show the form. (You cannot
correct this until the form becomes available.)

4 @ Some forms in your return have not been approved for e-filing...

1120

Displays if a State e-file you're trying to produce requires you to select the
Federal also, but you can'’t select the associated Federal e-file because it
has an error. To correct the error, you must first resolve the problem(s) listed
under the Federal option.

Displays if a State e-file requires you to select the Federal also, but you don’t
have the appropriate Federal forms in your return. A list of appropriate e-file
types would be displayed. To correct the error, add one of the forms to your
return.

Indicates that certain forms are prerequisites for other forms. The system
will automatically select prerequisite forms if they are available.



E-file Creation Results Dialog Box

E-file Creation Results

Your state e-files are automatically held until the Federal is accepted.
Adjust state e-file settings

@ E-files not created due to errors:

Federal 1040

Review errors and/or warnings in the Check Return list below.

@ Help

Holding/Releasing State E-files

Chapter 11: E-filing

By default, ATX will automatically hold and release state e-files for states that prefer prior Federal e-file acceptance.

To access this preference, click the Adjust state e-file settings link.

%, TheE-file Manager Preferences tab appears. The Automatically hold and release state e-files for states that
prefer prior Federal e-file acceptance preference is enabled by default. Clear the check box to disable.

To release a held e-file from the E-file Creation Results dialog box:

Held e-files are denoted by a preceding the form name.

1. Use your cursor to hover over the red transmission icon next to the form type. The popup text indicates that the

State e-file is on hold until the Federal is accepted:

E-file Creation Results

=

You have the option to hold state e-files until the federal e-file is accepted.
Adjust state e-file settings

&7 E-files created successfully:

g Georgia 500

— | This e-file is on hold until the federal is accepted.
@ E-fild Click to release this e-file,

Federal 1040
Review errors and/or warnings in the Check Return list below.

@ Help

[ o ]

2. Torelease the State e-file, click .
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The notification changes to 8| indicating that the e-file has been released.

E-file Creation Results @

You have the option to hold state e-files until the federal e-file is accepted.
Adjust state e-file settings

& E-files created successfully:

&5 Georgia 500

This state has the option of holding the e-file until the federal is accepted.
Click to hold this e-file.

| m | »

D E-files

Federal 1040
Review errors and/or warnings in the Check Return list belowr.

© Hep

3. Click OK.

E-file ID

The program automatically assigns an E-file ID when a return is e-filed. It appears under the E-file ID column in the E-file
Manager.

Submission ID

A Submission ID is a 20-digit number assigned to an e-file when it is first created. It has become the most widely accepted
E-filing identifier since the inception of Modemized E-file (MeF).

The following table identifies the component parts of a sample Submission ID:

HICJEENCrE Processin Julian Day (3

EFIN (6 _g_ . . y Unique Alphanumeric Number (7 digits)
. Year (4 digits)  digits)

digits)

999999 20XX 014 1a2b3c4

The Federal and State e-files will be assigned unique Submission IDs.

%, Some Federal and state products use neither an E-file ID nor a Submission ID. Examples include 5500, W-2, 1099, and
- 94X

E-file ID Errors

The calculations used to create Submission IDs are designed to prevent duplication. However, if a duplicate Submission
ID is generated, simply re-creating the e-file will generate a new Submission ID.
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Holding/Releasing State E-files

% By default, ATX holds State e-files until the corresponding Federal e-file has been accepted for states that prefer prior
" i . P ) . ;
Federal acceptance. With this preference enabled, held State e-files will automatically be Released (meaning,
changed to a "created" status) upon Federal acceptance. The Held status of the state return is reverted to “created,” so
that the user can select and transmit the state e-file. The software will not transmit the state e-file automatically. See
Transmitting E-files and E-file Manager Preferences.

To manually Hold or Release State e-files upon creation:
Each time e-files are created, the E-file Creation Results Dialog Box is where the process is completed.

Assuming the e-file was created successfully:
= Held

#0| = Released

Click the notification to toggle between Held and Released.
To manually Hold or Release State e-files in a batch:
1. Inthe E-file Manager, mark each E-file Return to be Held or Released.
"%, Federal and State e-files are listed separately.

2. Do one of the following:
« ToHold all marked e-files, click the E-file menu; then, select Hold Marked E-files.

« ToRelease all marked e-files, click the E-file menu; then, select Release Marked E-files.

Displaying E-file Rejection Errors or Messages

If an efile is rejected by a taxing agency, or if a return is accepted with messages from the taxing agency, messages are
displayed in the Rejection Errors pane at the bottom of the return.

This topic provides instructions for the following e-file events:

« When E-files are Rejected
« When E-files are Accepted with Messages

When E-files are Rejected

When an e-file is rejected, you need to display and correct the errors and re-transmit the revised e-file.
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To display and/or print e-file rejection errors:

From the E-file menu, press Ctrl+R (or select Display Selected Rejection Errors).

1120 LB Corponsiion Incoms Tan Avturn | -
e D B —

%, Toprint the rejection errors, click Print in the Rejection Errors pane.

"% Alist of EFC Rejection codes can be found by searching for EFC Rejection Codes in the
- ATX Knowledgebase. See Correcting E-file Rejection Errors.

Fields Associated with Errors/Messages
To view fields in the return that are associated with rejection errors (or messages):

1. Click the error/message number.
2. Click the arrow next to Fields commonly associated with this error.

A list of boxes appears.

3. Click the red box. The cursor moves to the associated field (highlighted in yellow).

4. Tomove to the next field associated with that error, click the Next button at the bottom right of the Rejection Error
pane.

5. Toreturn to the previous field associated with the error, click Previous.

When E-files are Accepted with Messages

If your e-file displays an Accepted with Messages status, follow these steps to review the message(s):

1. Do one of the following:

« From E-file Manager, highlight the return. Then, from the E-file menu, select Display E-file Action Required.
« From the open return, select the E-file menu; then, select Display E-file Actions Required.

Efile Actions print || Close |[ Help
PYFcderol 1040 Action 1
1
2 Action Message 1
In other words....
Custom Action 1 Description
~  Fields commonly associated with this error Field1 of 1

2. Inthe E-file Actions pane, click a message number that appears under the form name.
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3. If the agency specified certain fields in their message, you'll be able to view those fields. Follow the same steps
used in Fields Associated with Errors/Messages, above.

4. To print the messages, click the Print button on the Rejection Errors pane.

Common IRS Rejection Codes

Error Code

F1099R-002

F1099R-003

F1099R-004

IND026

IND-028

FD0372

Error Title

Form W-2/W-2G/1099-R - Missing or
Invalid Data

Form W-2/W-2G/1099-R - Missing or
Invalid Data

Form W-2/W-2G/1099-R - Missing or
Invalid Data

Self-Select PIN Taxpayer's Prior Year
AGI Missing Data

Self-Select PIN Spouse's Prior Year
AGI Missing Data

Form 1040/1040A - Required
Information is Missing

Correcting E-file Rejection Errors

After an e-file is created and transmitted to the taxing agency, or if a return is accepted with messages from the taxing
agency, there is always the possibility that it may be rejected by the agency. If one of your Federal or state e-files is rejected,
you must correct the errors, re-create the e-file, and re-transmit it. Failure to correct all errors will cause the return to be

rejected again.

Error Description

If Form 1099-R has a US Address in the Payers Address,
then State must have a value.

If Form 1099-R has a US Address in the Payers Address,
then ZIP code must have a value.

If Form 1099-R has a US Address in the Payers Address,
then the first five digits of the payers ZIP code must be
within the valid ranges of ZIP codes listed for the
corresponding State Abbreviation. See Publication 4164
on the IRS web site.

If PIN Type Code in the Return Header has the value
"Self-Select Practitioner", and Primary Date Of Birth has
a value, then Primary Prior Year AGI or Primary Prior
Year PIN or Primary Electronic Filing PIN must have a
value.

If PIN Type Code in the Return Header has the value
"Self-Select Practitioner", and Spouse Date Of Birth has
a value, then Spouse Prior Year AGI or Spouse Prior Year
PIN or Spouse Electronic Filing PIN must have a value.

If Form 1040, Line 51 Child Tax Credit or Line 65
Additional Child Tax Credit has a non-zero value, then the
sum of Line 51 and Line 65 cannot exceed an amount
equal to $1000 times the number of qualifying children.

To fix e-file rejection errors, re-create the e-file and re-transmit it:

> b=

Select E-file Manager.

Select the Rejected filter check box.

Select the rejected return you want to correct.
Click the E-file menu; then, select Display Rejection Errors.
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The return opens, and the E-file Rejection Errors pane displays the errors, number of errors, and fields in which
they are located.

i e

5. Click a specific error (in red) to navigate to the field containing the error.
6. Correct the error.

%, Iftheerroris in a field on a form, the form appears and the cursor is placed in that field.

7. Afteryou have corrected the errors, re-create the e-file. See Creating E-files.

8. Transmit the re-created e-file to the EFC. See Transmitting E-files.

%, If youreceive an error referring to a duplicate Submission ID, simply re-create the e-file to correct the error. The
system will generate a new Submission ID. See E-file ID.

Transmitting E-files

Once you've created an e-file, you can transmit the e-file via the Internet to the Electronic Filing Center (EFC). However, the
following conditions must exist to transmit e-files:

« You must be connected to the Internet to transmit e-files to the EFC.
« The return(s) that you're trying to e-file cannot be open.

To transmit (or send) e-files:

%, You must have already created an e-file in order to send e-files. See Creating E-files.

1. Click the E-file Manager tab.
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ReturnManager  Rollover Manager  |ESIISIMBREGER]  Bank Manager
Efile Options Tools View Reports Suppert
n M v &
Open Trensmit Receive Acks Mark All Unmark All Preferences Help Notifications
GG = E-file Returns
Return Name Client# Complete SSN/EIN  E-filelD Juisdiction Type  SubType Status  StatusDate PIN Refund A
GlF [ Callahan, Julia S =] Federal 1040 Federal  Crested 8D $
[C1 Callahan, Julia S (] GA GAS00  Direct State Held TBD (85,
[C] Individual [ smith, Mary H 0 Federal 1040 Federal  Created TBD §
Egﬁ’;’;’:f;ﬂ" [ smith, Mary H 0 GA GAS00  Direct State Held TBD (s34
L] Partnership ] Smith, Robert s =] Federal 1040 Federal  Created 78D (s
] Fiduciary
[C] Benefit [C] Smith, Robert 5 (] GA GAS00  Direct State Held TBD (54,7}
[] Exempt Org
[] Other
(] Created
| Held
"] Duplicated
[ Transmitted
[ | Rejected
[C] Canditional
7] Accepted
[C] Complete
[lIncomplete
] Marked Returns ™
[ Clear Filters J [ShuwSOOruwspEruage < [w] 4| Page 1or1 v | mi120f2
" Usefilters to control which E-file Returns are displayed.
2. Mark the e-file(s) you want to transmit.
3. Do one of the following:
« Click the Transmit button on the toolbar.
« Click the E-file menu; then, select Transmit Marked E-files.
o Press Ctrl+T.
Transmit Marked E-files =)

5\

The following marked E-files will be transmitted:

By using a computer system and software to prepare and transmit my
client's return electronically, I consent to the disclosure of all
information pertaining to my use of the system and software to create
my client's return and to the electronic transmission of my dient's
return to the taxing authority, as applicable by law.

Marmne Type Details
Barnes, Karen 1040 Created
Collins, Brent 1040 Open

@ Some marked E-files cannot be transmitted and have been unmarked.

[Transmit Marked E—files] [ Cancel

@ Help

Y
%

| —

5\
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Open returns cannot be transmitted. Only those returns that are marked in this dialog box will be transmitted.

\ If you're transmitting a 1041 Fiduciary return with a NY State Fiduciary return, both returns are selected

= automatically in the Transmit Marked E-files dialog box and will be transmitted simultaneously to the IRS.

The state return is then forwarded to the New York agency.

4. Click Transmit Marked E-files.
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Transmission Results =)

Details

¥ Transmission Results Connecting to FFC and Checking Client Data...

Status: &7 System Status - Connected to the Electronic Filing Center successfully.
aClient Status - Customer info verified successfully,

4 Connecting to the Electronic Filing Center 799999 - Enrollment data updated

¥ Received 0 batches of acknowledgements
P Processed 0 Acknowledgements Requesting acknowledgements...
equesting Acks dated after = :18:44 - no acks available
Req g Acks dated afte 11-1111:18:44 ks labl

Processing Acknowledgements...

Transmission Complete.

0 e

5. Click Close.

1

\ After transmitting e-files, Receive Acknowledgements periodically to update the e-file status to Accepted or

== Rejected. If Rejected, the e-file must be re-created and re-transmitted (after correcting any errors). See Common
IRS Rejection Codes and Correcting E-file Rejection Errors. For information on known delays in Acks, check the
ATX Blog.

Rules Regarding Transmission

« Once transmitted, an e-file cannot be recalled or resubmitted, unless it is rejected.

« If you're unsure about a return, you can place it on Hold until you're ready to file it. See Holding/Releasing State E-
files.

» Once transmitted, an e-file cannot be deleted from the E-file Manager.

« If you need to make changes to returns with a Transmitted status, wait until the return is either Accepted or
Rejected. If the return is Accepted, file an amended return. If the retumn is Rejected, make the changes directly to
the return, recreate the e-file and re-transmit.

Deleting E-files

You can delete e-files with Created or Rejected statuses. However, e-files that have been Transmitted or Accepted
cannot be deleted.

To delete a selected e-file:
1. Open the E-file Manager.
ReturnManager  Rollover Manager  (ESMIGIMBRSGER)  Bank Manager

Efile Options Tools View Reports Support
= my (n 5%
Open Transmit Receive Acks Mark All Unmark All Preferences Help Motifications
606 E-files E-file Returns
Return Name Client# Complete SSM/EIN  E-fileID Jurisdiction Type  SubType Status  Status Date PIN Refund A
] Find: (Ctri+F) [ Callahan, Julia (] - Federal 1040 Federsl  Created - TBD [
[C] Callahan, Julia § =] GA GAS00  Direct State Held TED (S5,
[ Individual 1 Smith, Mary H [} Federal 1040 Federal ~ Created TBD §
[ Corporation
1 S Corporation [F] Smith, Mary H =] GA GAS00  Direct State Held TED (s34
[ Partnership [E]  Smith, Robert S [} Federal 1040 Federal  Created TBD (s
[ Fiduciary
L] Benefit [C]  Smith, Robert § = GA GAS00  Direct State Held TBD (54,7)
[[] Exempt Org
[C] Other
[ Created
[[] Held
[| Duplicated
[ | Transmitted
] Rejected
[ Conditional
7] Accepted
] Complete
[l Incomplete
"] Marked Returns I o
[ ClearFilters | lShnwEDﬂmwsperpagE «| w4 Page 1 oft |+ ||w|120f2
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2. Click the row with the e-file you want to delete.
3. Click the E-file menu; then, select Delete Selected E-file.

Delete E-file =]

@ Are you sure you want to permanently delete this e-file?

This e-file will be permanently deleted:

Warning: Deleted e-files cannot be recovered!

Delete E-file | | Cancel

4. Click the Delete E-file button.

Deleting Marked E-files

To delete multiple e-files simultaneously, the check boxes for the returms must be selected.
1. Open the E-file Manager.

2. Select the check box next to each e-file you want to delete.
3. Click the E-file menu; then, select Delete Marked E-files.

Delete Marked E-files =
@ The following marked e-files will be deleted:
Mame Detail=
Ammaons, Bob B and Susan L Created
Ammeaens, Bob R and Susan L Held

@ WARMNING: Deleted e-files cannot be recovered!

@ Help Delete Marked E-files] [ Cancel

4. Click Delete Marked E-files.

Creating State E-files

Many states employ a procedure in which the State e-file piggybacks on the Federal e-file. If this option is available for your
state, you will transmit both the Federal and State returns to the IRS. After the IRS has accepted and processed the Federal

e-file, the state e-file is forwarded to the appropriate state-taxing agency.
To create linked, unlinked, or direct state e-files:

1. Open the return.
2. Click the E-file button on the toolbar.
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Create E-file B

Click to select jurisdictions:

[C] Federal 1040

[C] Georgia 500
@ Federal 1040 is required to e-file the Georgia 500 and will be selected automatically.

3. Select the Federal check box and the check box for the state with which you want to file the return.

%, Ifyouhave errors, you will need to resolve them before you can create the e-file. Refer to the Create E-file
Dialog Box topic for specifics on e-file errors.

Resolve any errors that stand in the way of filing a state return.

Select the state jurisdiction for which you want to create an e-file.

If you selected a state that offers multiple types of State e-files, select the type of State e-file you want to create.
Click Create.

N o o s

The E-file Creation Results Dialog Box appears.

8. Click OK.
9. If unsuccessful, make the necessary corrections; then, repeat the e-file creation process.

Managing Acknowledgements (Acks)

When the IRS receives an e-file, it acknowledges receipt of the e-file by sending an acknowledgement, or Ack, to the EFC,
which processes the Acks and makes them available in the program.

Each time you transmit a return or request acknowledgements, the program automatically updates the status for all your e-
filed returns. If the IRS or a state rejects one of your returns, review and correct the errors, re-create the e-file, and then
transmit the return again.

After you transmit the e-file, you should make it a best practice to Receive Acknowledgements periodically until you

=== get a positive acknowledgement that the return is accepted. If you don't periodically receive Acks, you may miss an
important acknowledgement that requires a swift response (e.g. a reject). For information on any known delays in
Acks, check the ATX Blog.

Ack Timeliness

ATX tracks all e-files transmitted to the various IRS service centers and direct states. We ensure you receive Acks from
these agencies in a timely manner. IRS and direct state acknowledgements generally take 24 to 48 hours from the time of
transmission.

If returns are pending for more than 24 hours, we'll contact the appropriate IRS service center or state agency directly to
quickly resolve any issues that may be causing a delay and will tell you when to expect acknowledgements.
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If significant processing delays are encountered by a state or the IRS, information will be posted to the ATX support site.
State E-file Acks

If you have state returns pending for more than 5 days, we'll contact the appropriate state agency to quickly resolve any
issues and provide you with up-to-date information about when you should expect to receive your acknowledgements.

When we request a re-hang of acknowledgements from the IRS or state agencies, we expect to receive the
acknowledgements the same day. However, when there are additional problems requiring us to retransmit a batch of returns,
we expect to receive the acknowledgements the next day.

Acknowledgement History

Each time you transmit a return or request acknowledgements, the program automatically updates the status for all your e-file
returns.

You can view the Acknowledgement History of one or more e-files from either the E-file Manager or from the open retumn.
To review Ack histories for returns:
From the E-file Manager, do one of the following:

« Select (highlight) a return; then, click the E-file menu and select Display Selected E-file Acknowledgement

History.
« Mark (check) one or more returns; then, click the E-file menu and select Display Marked E-file Acknowledgement
Histories.
Acknowledgement History \é‘
Acknowledgement History
¥ Smith, Gregory S and Stacia M - Federal 1040
Status: AcceptedWithMessages 1/23/1 Current Acknowledgement Detail
SSN/TIN: . Acceptance Code:  Accepted Ack Status Date:  1/23/, 1:49 PM
DCHN:  54321120130235739685 Refund: 541 Expected Refund: 0
Status: Accepted with Messages Status Date:  1/23/000 1 1:49 PM PIN Indicator:

Junisdiction:  Federal Payment Ack:
Type: 1040 Birth Date Validity: ---
Mumber of Errors: 2

Sub Type: Federal
Error Reject Codes: 12

¥ Status History

E-file Rejected E-file Rejected E-file Rejected E-file
Created Created Created Created

o e (€] m 0 o o
1/23; 1/23/ 1723/ 1723/ 1/23/ 1/23/2013 1723,
Rejected E-file Rejected E-file Rejected E-file Transmitted
Created Created Created to EFC
o &) F (¢ o €] A
1/23/. 1/234 1/23/1 1/23; 1/23/. 1/23/2013 1/23/}
Transmitted Accepted
to Agency with Messages
R &
17237 1/23/2
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Receiving Acknowledgements
Acknowledgements that your e-files have been received, approved, or rejected are not automatically sent to ATX users from
the taxing agencies. After you transmit your e-file(s), you must do one of the following to get Acks from agencies:

« Transmit other e-files (see Transmitting E-files).
« Runthe Receive Acknowledgements process, detailed below.

To Receive Acknowledgements:

1. Open E-file Manager.
2. Click Receive Acknowledgements.

Transmission Results =]
Details

¥ Transmission Results Connecting to EFC and Checking Client Data...

Status: System Status - Connected to the Electronic Filing Center successfully.
& Client Status - Customer info verified successfully.

o Connecting to the Electronic Filing Center 799998 - Envollment dats updated

& Received 0 batches of acknowledgements
Requesting acknowledgements...

e Requesting Acks dated after -11-1111:18:44 - no acks available

& Processed 0 Acknowledgements

Processing Acknowledgements...

Transmission Complete.

Tum On Aute-Scrolling

4. Click Close.

Extensions, Estimated Payments, and Payments

The program allows you to create extensions and estimated payments as allowed by the taxing agency. If they are present in
a return, each of these items appear as a separate item in the Create E-file Dialog Box.

The following is a list of extensions, estimates and payments that are separate from the return's e-file:

Type Form Number/Title

« Form 4868, Individual Automatic Extension of Time To File

« Form 2350, Application for Extension of Time to File for US
Taxpayers Abroad

Federal Extensions o Form 7004, Automatic Extension for Certain Business
Income/Information/Other

« Form 8868, pages 1&2, Application Extension for Exempt
Organizations & Additional Extension
Individual:

o AZ204-E

« DCFR-127
State Extensions LA R-2868

« MA M-4868

« MD 502E

« NJ630-V
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Type Form Number/Title

« NYIT-370
o« NYC-EXT
o NYC-EXT (Spouse)

Business:

« FLF-7004

« IL505-B

o LA CIFT-620EXT
« MA 355-7004

« MA M-8736

« MD 500E

- MD 510E

« NJ PART-200-T
o NYIT-370-PF

« NYCT-5

« NYCT-5.3

« NYCT-5.9

« NYCT-5.9E

« NYC-EXT

« PAREV-853R

« TX05-164

o FLF-1120ES

o KS K-120ES

« MD 500D

« MD 502D

« MD 510E

o NY IT-204-LL
State Estimated Payments/Other Payments « NY CT-400

« NYNYC-400

« NYNYC-5UB

o NYNYC-5UBTI

« NY NYC-5UBTI (Sp)

« UTTC-547

« WI1-ES

For more information, refer to the E-file Availability page on the Support site.

%, Forthe small number of states that allow them, the system also allows you to create and submit payments after the
~ return is e-filed.
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To create and e-file an extension, estimated payment, or payment:

1. Start the application.
2. InReturn Manager, click the New button.

The Select Forms Dialog Box appears.
3. Inthe Find field, enter your search criteria, such as extension, estimated, or payment.
4. Press Enter.

A list of forms appear.
5. Highlight the desired form and press Enter.

6. Complete the form.
7. Toname the extension, estimated payment, or payment, click Save.

The Return Name dialog box appears.

8. Enter a name for this extension, estimated payment, or payment; then, click Save.
9. Click the E-file button.

Create E-file =]

Click to select jurisdictions:

[C] Federal 1040
Federal Extension

@ Help [ Create ] [ Cancel

The following screen capture is an example of an estimated payment:

Create E-file @

Click to select jurisdictions:

D New York City Estimated - Quarter 2 (NYC-400)

@ Some forms in your return have not been approved for e-filing...
[T] Mew York City Estimated - Quarter 3 (NYC-400)
@ Some forms in your return have not been approved for e-filing...

[C] New Yerk City Estimated - Quarter 4 (NYC-400)

@ Some forms in your return have not been approved for e-filing...

@ Help Cancel |

10. Follow the message directions in the dialog box to add required forms; or, resolve any other problems indicated by
the message.
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11.
12.

13.

When every problem is resolved, the corresponding check box is enabled.

Select the check box for the item for which you want to create the e-file.
Click Create.

If your e-file is not created due to errors, you'll see the following message:

E-file Creation Results

@ E-files not created due to errors:

Federal Extension

Review errors and/or warnings in the Check Return list below.

@ Hep

@ Your state e-files are automatically held until the Federal is accepted.
Adjust state e-file seftings

If your e-file has errors:
« Open each error in the Check Return pane and correct it.
« Afteryou've corrected each error, click the Re-Create E-file(s) button.

14. Repeat this until your Federal Extension e-file is created successfully.

15.
16.

17.
18.

E-file Creation Results

7 E-files created successfully:

Federal Extension

@ Your state e-files are automatically held until the Federal is accepted.
Adjust state e-file seftings

To view the e-file, click E-file Manager.

E-file Returns

Return Mame Client # Comple S5MN/EIN
ABC Company 111111111

E-file ID Jurisdiction
737909201211567: Federal

Type
7004

Select the check box beside the item you want to e-file.
Click the Transmit button on the toolbar.

Transmit Marked E-files

@ The following marked e-files will be transmitted:

Mame Type Details
¥ Gale, Mary A 4808 Created
@ Help Transmit Marked E-files] [ Cancel

19. Click Transmit Marked E-files.

Chapter 11: E-filing
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Transmitting...

™ Transmitting...
Status:
4% Connecting to the Electronic Filing Center
4 Verifying Customer Info
47 Client Connect
& Sending 1 e-file
&b Receive acknowledgements

& Process Acknowledgements

Details

Connecting to the Electronic Filing Center...

System Status - Connected to the Electronic Filing Center successfully.

Verifying Customer Info...

@ Client Status - Customer info verified successfully,

Client Connect
7222222 - Enrellment data updated
Sending e-files...

% ABC Company (Federal Extension) - Transmitting...

Cancel

20. Click Close.




Chapter

12

Tax Prep Utilities

ATX offers several planning and comparison utilities that may be used individually or in any combination. This section
discusses each of these utilities in more detail.

« Tax Summary/Carryover Worksheet
« Last Year Comparison

« TaxPlanner

« Married Joint - Separate Comparison
U.S. Averages Comparison

Tax Summary/Carryover Worksheet

The Tax Summary/Carryover worksheet is a two-part worksheet that can be added to a return via the Forms menu.
The Tax Summary gives you an "at-a-glance" view of the Federal and State information.

" Aquick way to add the Tax Summary/Carryover Worksheet to a retum is to click the Refund Meter.

To add a Tax Summary/Carryover Worksheet to a return:

1. Open the return.
2. Do one of the following:
« Click the Refund Meter.

« Click the Forms menu, expand the Planning/Analysis fly-out menu, and then select Tax
Summary/Carryover Worksheet.

399



Chapter 12: Tax Prep Utilities

1120 W Tax Summary (1120) ABC Company 111111111 *
1120/SEFInfe | Federal Information
1125-E
2220 TotalIncome .. ................. $2,900.000) &
= Total Deductions . . . [P $2,531,657

Tax Sum / Canty | 13,31 Income (Loss) $365.343

Tolal Tax..................... $125,237

Cwverpayment .. .. ... A, 0

AmountApplied . ... ... 50

Refund 50

AmountDue.........._. 5127752

m »
Pages & Worksheets  Tay Summary | Carryover Summary Zoom {:} 100%

3. Toview the Carryover Summary, click the Carryover Summary worksheet tab at the bottom of the return.

%, You can also add the Tax Summary/Carryover worksheet to a return via the Add Forms function. In the Find field of
the Return Manager, enter Tax Summary. Select Tax Sum for the return type (such as Tax Sum 1120), and click
Open Forms. The worksheet is added to the return.

Last Year Comparison

The Last Year Comparison worksheet is a three-part worksheet that can be added to a return via the Forms menu. The Last
Year Comparison looks at this year's and last year's income and deductions, and provides the resulting percentage change.

To use the Last Year Comparison worksheet:

1. Open the retumn.
2. Click the Forms menu, expand the Planning/Analysis fly-out menu. and then select Last Year Comparison.

1120 Form 1120 Comparison
1120/S EF Info ABC Company
1125-E 1111111 Prior Year Gurrent Year Difference %
2220 1a Merchant card and third-party payments . . [ 1a 2,850,000 2,900,000 50,000 2%
Tax Surn 7 Can b Gross receipts or sales notreported online 13 . . . 1b 0 0 0 0%
ax Sum / Ty )
GA GO0 c Total. Add lines faand 16 . . . . . . . . . . .. . [1¢c 2,850,000 2,000,000 50,000 2%
Comparison d Less refuns and allowances . . . . R . |ad 1] a 0 0%
€ Subtract line 1d from line 1¢ . R R .| 1e 2,850,000 2,900,000 50,000 2%
2 Costof goods sold (1125-A) . S o .2 1] a 0 0%
3 Gross profit. Subtract line 2 from line 1e 3 2,850,000 2,900,000 50,000 2%
4 Dividends (Schedule C) 4 0 a 0 0%
5 Interest 5 0 a ( 0%
6 Gross rents 6 0 a 0 0%
T Grossroyalies . . . . . . . N R 0 0 [ 0%
& Canital aain net income (Schedule 0 (Farm 112011 a o 0 0 0% T
. C
Pages & Worksheets 1 |2 | 3 Zoom {:} 100%

%, Youcanalso add the Last Year Comparison worksheet to a return via the Add Forms function. In the Find
field of the Select Forms Dialog Box, enter the word Comparison. Select Comparison for the return type
(such as Comparison 1120), and click Open Forms. The worksheet is added to the retumn.

3. Inthe Prior Year column, enter amounts from the client's prior year tax return. (The Current Year amounts are
from this year's forms and schedules.)

%, Inorder for the Prior Year column to contain last year's amounts, you must have included the Comparison
worksheet in last year's return and have used the Rollover function.

4. Be suretoreview all pages of the worksheet.
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Tax Planner

The Tax Planner worksheet, which is part of the Planning and Analysis function, is a three-page worksheet that can be
added to a return via the Forms menu. The Tax Planner helps you calculate an inflation-adjusted, six-year projection of your
client's tax data. You can adjust amounts to grow or decrease at rates you specify.

To use the Tax Planner worksheet:

1. Open the return.
2. Click the Forms menu, expand the Planning/Analysis fly-out menu, and then select Tax Planner.

|2040 | Enterthe tax information directly or open the tax planner within the current return and
1040EFInfo  the data will flow automatically into the column
W2 =

—————— The Inflation Factor increases all line items globally and also increases the tax rate brackets (not
|AssetBntry o, percentages), standard deduction, personal exemptions. Increase or decrease each individual

(4562 jineitem by the Adjustment Factor (Ad]%).
Planner

The Inflation Factor used in conjunction with the Adjustment Factor has a cumulative effect. For example,
a 10% Inflation Factor and 5% Adjustment Factor will increase the second year by 15%.

INDIVIDUAL TAX PLANNER for: |JE‘"‘ES Ul | 333-33-3333
Inflation Factor | 000% | 000% | 000% | 000%
Filing Status ‘
Enter a number cormesponding to the fiing status: 0 | o | o | o | o | o 7
1=8ingle; 2= MFJ; 3= MFS; 4= HH: 5 =QW
Exemptions
6  Exemptions: Filer: 1] 0 0 0 0 1]
Spouse 1] 0 0 0 0 [1]
Dependents under age 17 (qualify for Child Tax Credit) [ 0 0 [ 0 0
Other dependenis 1] 0 0 1] 0 [}
6d _ Total number of exemptions claimed . . ———m 0 0 0 0 0 1]
Income IAdj% | e = — — =
7 Wages, salaries, tips, efc_- Filer T a| ]| 0] a| 0] 0
\Wages, salaries, ips, etc.- Spouse . . . . . [ 0% [1]| [ 0] [1]| [i]] 0 -
n b
Pages 8 Worksheets | 4|1 | Ln20b - 55 Benefit | Sch A, Ln 29 - Itemized Wks | Ln 42 - Exemptions | Ln 44y | Zoom D 100%

% Tax Planner instructions appear at the top of Page 1.

3. Besuretoreview all pages of the worksheet.

%, Youcan also add the Tax Planner worksheet to a return via the Add Forms function. In the Find field of the
~ Select Forms Dialog Box, enter Tax Planner. Select the Planner for the return type (such as 1120 Planner),
and click Open Forms. The worksheet is added to the return.

%, Toshow adownward trend in earnings or expenses, enter negative numbers in the Adj % column (outlined).

Married Joint - Separate Comparison

“%. This worksheet is only available for 1040 returns.

Use the Married Joint - Separate Comparison worksheet to see whether a married couple will benefit more from filing
jointly or separately.

To use the Married Joint - Separate Comparison worksheet:

1. Open your clients' return.
2. Click the Forms menu, expand the Planning/Analysis fly-out menu, and then select Married Joint/Separate
Comparison.
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1040
. . ¥ . . .
1040 EF Info_| |:|Pr|nt this worksheet e Ohio Comparison Section 1
U Some of the amounts from the return have been entered by default into the filer column. Enter amounts
MEFJ vs MFS

attributed to the spouse in the spouse column and the filer amount will automatically be reduced.

Married Filing Joint versus Married Filing Separate Comparison

1040
Joint Filer Spouse
Filing Status Enter: 1 = Single; 2 = MFJ; 3 = MFS; 4 =HH; 5 =QW [ 2 [ 3 T 3
Exemptions
6d  Total number of exemptions claimed . . . . ... 2 [ 2 I
Income Joint Filer Spouse
T Wages, salaries, tips, efc 7 137,776 80,987 56,788
8a Taxableinterestincome . . . . . . . . . . ... ... ...... Ba 0 0 0
8b Tax-exempt interest income 8b 0 0 0
9a Ordinarydividends . . . . . . . . oL L . % [i] 0 (1] |
‘ . *
Pages & Worksheets  Comparison | Ln 20b - 55 Benefit | Ln 44 - Cap Gain Tax I Ln 54 - Credits Zoom D 100%

3. Atthe top of the columns, be sure the Filing Status and Exemptions are correct.
4. Review the amounts in each of the Joint, Filer, and Spouse columns. Make adjustments, if required.
5. Scroll to the bottom of the form to see the difference between Married Filing Separate and Married Filing Jointly:

1040 Tax C ions Joint Filer Spouse
9 Yoursel. Enter 1 if over age 65 or blind; enter 2 if both . . e 39 0 1]
M Spouse: Enter 1 if over age 65 or blind; enter 2 if both 0 0 0
W-2 40 Larger of ltemized Deductions or Standard Deduction . e 40 11,600 5,800 5,800
MFJ vs MFS 42  Personal exemptions 42 7 400 7400 0
43 Taxablelncome . . . . . . . . . .. e e e 43 118,776 67.787 50,889
44 Amountoftax . . . . . . . ... ... oo 44 21,544 13.069 8,869
45  Add Alternative Minimum Tax 45 0 0
54  Less: Credits (Le. child care, education, business) . . . . . . . . . . 54 0 0 1]
56 Add: Self-employment tax 56 0 [i] 0
- Add: Other taxes - 0 1] 0
61 1040tax . . . . . . . .o e e e e e . 61 21,544 13.069 8,869
Total tax for Married Filing Separate . . . . . . . . . . . 21,938
Total tax for Married Filing Jointly . . . . . . . . . ... 21,944
MFS total tax is lower by . . . . . . & | L
‘ m ¥
Pages & Worksheets  Comparison ‘ Ln 20b - 55 Benefit | Ln 44 - Cap Gain Tax | Ln 54 - Credits ‘ | Zoom D 100%

6. Click the worksheet tabs at the bottom of the return to see the source for Social Security Benefits, Capital Gains
(Schedule D), and Credits.

"% You can also add this worksheet to a return from the Select Forms Dialog Box. See Adding Forms to a
Return.

U.S. Averages Comparison

%, This worksheet is only available for 1040 returns.

The U.S. Averages Comparison worksheet is a fully-calculated worksheet whereby the income and deductions in the tax
return are compared to other returns with adjusted gross income within the same range. The comparative data is reported by
the Statistics of Income Bulletin published by the IRS.

To use the U.S. Averages Comparison worksheet:

1. Open your client's return.
2. Click the Forms menu, expand the Planning/Analysis fly-out menu, and then select U.S. Averages Comparison.
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1040 :
| 1040 EF Info | Print this worksheet
W-2 .
Us Averages | U-S. Averages Comparison =
1099-INT | vour Adjusted Gross Incame (AGI) is: 153,376
1099-DIV
SchB Income Actual Average Difference
Salaries and wages . 153,376 120,357 33,015
Taxable interest . [1] 2,652 1]
Tax-exempt interest . [1] 9173 1]
Dividends . - 0 4,384 0
Qualified dividends . . 0 3,700 0
State income tax refunds 0 1,322 0
Alimony received L 1] 50,199 o
Business or profession net incomel\loss . 1] 19,674 o
Met capital gain\loss reported on Schedule D . 1] 3,870 o
Capital gain distributions reperted cn Form 1040 . 1] 430 o
Sales of property other than capital assets, net gainlloss . . . . . 1] -2,436 o
Taxable IRA distributions . 1] 27,643 o
Taxable pensions and annuities . 1] 37,170 o
Rent and rovalty nef incomellnss 1] 3 4R4 4] v
1 ] b
Pages & Worksheets Averages | Avg Table Zoom D 100%
3. Toadjust forinflation, click the Avg Table worksheet.
100 [ ]Print this worksheet
1040 EF Info i
\W-2___ National U.S. Averages Adjusted for Inflation
U5 Averages
1099-INT Inflation factor to adjust 2009 table below: 4.83%
ES?BDN Size of ad]um NCome
0 15,000 30,000 50,000 100,00
Under under under under under
poo 00 000 000
Salaries and wages . 8763 21,504 ATETT 65,279 1202
Taxable interest . 1756 1,625 1698 1,568 7E
Tax-exempt interest . 5008 B.037 B.155 BT g
Dividends . o 1574 7253 2498 209
Qualified dividends . 1417 1,603 1353 258
State income tax refunds 1,420 &) L 919 €
Alimeny received . 7747 171 15,209 75214 50,
Business or profession net income\loss . 3214 7,768 7,114 9393 19,
Met capital gain\loss reported on Schedule D . 1,112 -393 -203 1,154 3.8
Capital gain distributions reported on Form 1040 . . 395 321 208 346 [
Sales of prop other than capital assets, net gainlloss . -46,335 -2,4583 -4,059 -1,611 -2
Taxable IRA distributions . 5528 767 10,209 15,10 TTE .
T i oo e _ rary, rrwrsry =i T ==
Pages & Worksheets Averages | Avg Table Zoom D 100%

4. Enterthe appropriate inflation percentage.
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Standard Client Letters

There are two types of letters that may be attached to your customers' returns: Standard Letters and Custom

Letters.

This section includes the following topics regarding Standard Letters:

Working with the Standard Client Letter
Add Standard Letters to All Returns

Add a Standard Letter to an Open Return
Modifying Standard Letters

Delete a Standard Letter from a Return

Standard Letters

Standard letters can be added globally to all returns upon creation (via Client Communication Preferences) or
individually added to one return at a time (via the Client Communication Manager).

The settings available in Client Communication Preferences offer the following controls for the Standard Letter:

Which Letter or combination of Letters will be automatically attached to new returns

The ability to combine the Client and Estimate Letters

The ability to include a Privacy Notice on Client and Estimate Letters

The ability to combine the Federal and State/Local Letters

The ability to determine whether Client Letters should be written as if the return 'has been e-filed' or 'will be e-
filed'

The ability to determine desired pronoun usage (I/me versus we/us)

The ability to determine which paragraphs should be included or excluded and the order in which the paragraphs
will appear.
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\  These settings are unique for each letter type (Federal Client Letter, Federal Estimate Letter, State Client
=== Letter, and State Estimate Letter). Settings for each letter type must be made individually.

Custom Letters

Custom letters are only created in the Client Communication Manager. Using a series of templates, you can create totally
unique communications that meet the specific needs of your business. Two master templates and one blank template provide
you greater flexibility in communicating with your customer. The available Master Templates are listed below:

« Engagement Letter
« Individual Tax Due
« Individual Refund
o Cover Sheet

« Mailing Slip

« Blank

Custom letters function like standard letters in that they pull information from the return and plug it into a letter. However,
custom letters offer you more variables that can be used in each letter to customize the content. Full word processing
capabilities (including the ability to add a graphic signature or logo) are also available to further customize your letters.

Custom Templates may be created and saved or even imported and used whenever and however you like. The template itself
may be edited, or each individual letter may be edited to meet your needs.

Working with the Standard Client Letter

Standard Client Letters pull specific information from the return to which they're attached and plug it into letters for the
customer. Standard letters can be automatically attached to every return upon creation or added to returns individually after
the return has been created depending on your preference.

%, If youchoose to automatically add standard letters to returns upon creation, they will only be added to returns created
- after the selection was made.

You can select one or more of the following items (Federal and/or State/Local may be selected):

o Client Letter

« Estimate Letter

o Return Cover Sheet

« Estimate Letter Cover Sheet
o Return Mailing Slip

%, Client and Estimate Letters may be combined to include Federal and State/Local in one.

Add Standard Letters to All Returns

To automatically add one or more Standard Letters to all returns:

1. Do one of the following:
» From Return Manager, click the Options menu, and then select Preferences.
« From an open return, click the Tools menu, and then select Preferences.
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2. Select the Client Communication tab.

3. Under Include the following when creating a new return, select the letter(s) you want added to every return
upon creation.

4. Do one of the following:
« Click OK to apply your changes and close the dialog box.
« Click Apply to apply your changes and leave the Preferences dialog box open.

Upon creation of a new return, Standard Letter(s) will be attached per your selections.

Some information in the Standard Letter is variable, meaning values will change dynamically according to the
== information entered or calculated in the return at a given time.

Add a Standard Letter to an Open Return

Standard letters may be automatically added to returns upon creation or manually added one at a time.

To add all Client Letters to a return at once, right-click the tab for the signature form (1040, 1065, 1120, etc.) and select Add
All Client Letters. To add all State Letters, right-click the tab for the state signature form, and select Add All Client Letters.

If a client letter is already attached to the open return, Add All Client Letters will not be available.

To manually add a single Standard Letter to an open return:

1. With the return open, click the Forms menu; then, select Client Letter.

Client Communication Manager =
Templates Tools View Support

= =) N | = [ Preview Mode
@ £ & = = - Edit Mode
Open Save SaveAs Close Template  Attach Restore Select All =L51= = =
Templates < > Variables
[ Current Group: Client Letters e -
Templates Available: [6 | Fecleral - Taxpayer's name
¥ |etters = ‘Federa\ - Taxpayer's street =
¥ Client Letters Federal - Taxpayer's city

Federal Client Letter g Federal - Taxpayer's state

Federal - Taxpayer's zip code
Federal - Taxpayer's identification num
Federal - Taxpayer's filing status

Federal - Preparer's office/name

al Return Mailing Slip
edel € 1 1g >l | Federal - Preparer's name
‘ m

m

2 f
@ Help IntelliConnect Client Letter Toolkit Close |

2. Under Client Letters (in the left pane), select the letter you wish to add to the open return.
3. Do one of the following:

« Click the Open button on the toolbar.

« Double-click the selected letter.

o Click the Templates menu; then, select Open.

The selected letter will then appear in the middle pane.

4. Edit the letter as desired.
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Edits made this way will be saved globally. This means that the edited template, when added to any future
=== returns, will contain the changes that were saved. Thus, it is strongly recommended to only make generic edits
that are not specific to any particular taxpayer. If you would like to make changes to letters on a per return
basis, skip steps 4 and 5 and attach the template as is. See Modifying Standard Letters for specific

instructions on editing letters locally (per return).

5. After editing, do one of the following:
« Click the Save button on the toolbar.
« Click the Templates menu; then, select Save.
o Press Ctrl+S.
6. Do one of the following:
« Click the Attach Template button on the toolbar.
« Click the Tools menu; then, select Attach Letter(s) to Return.

Attach to Return =]

Select the document(s) to attach to the return:

4 |Letters
4 Client Letters
Federal Client Letter
[] Federal Estimate Letter
[] Federal Privacy Motice
[] Federal Cover Sheet
[] Federal Est Voucher

Details

[ Attach | [ Cancel

7. Select the check box(es) for the Client Letter(s) and/or Template(s) you would like to attach to the open return.
8. Click Attach.

The selected Letters/Templates are attached to the open return and the Client Communication Manager regains
focus.

9. Close the Client Communication Manager when finished.

% Custom Letters may also be added manually instead of or in addition to Standard Client Letters. See Client
Letter Templates.

Modifying Standard Letters
Standard letters can be modified in two ways. The dynamic content of the letter may be changed via the Options Sheet and
the formatting of the letter may be edited via the Edit Formatting button.

% Tosetthe text of letters to read "has been e-filed" or "will be e-filed" for all letters and all retumns, make your selection
=== under Other Information: in Client Communication Preferences. Selections made under Letter Options will only
affect the open return.
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To modify a standard letter via the Options Sheet:

1. From the open return, click the tab for the letter you want to modify.
2. Click the Letter Options radio button above the letter.

Chapter 13: Standard Client Letters

[] Print this worksheet

Preview Letter i@ Letter Opticns Edit Formatting |

Options for Federal Client Letter

Fail federal return to:

Department of the Treasury
Internal Revenue Service

1. Check the appropriate address on the "Where to File" tab on the federal form

2. Print Options:
Client Letter
[7] Combine client and estimate letters
[7] Include privacy notice on client letter
[[] Combine federal and state/local letters
[T] Federal Mailing Slip

3. Other Information:

Allow program te decide

[] Client letter to display as 'has been e-filed'
[C] Client letter to display as 'will be e-filed'

[] Client letter to display as 'will be paper filed'
[7] Check if Bank Product has been accepted

|4-’f15-’r | Federal return due date

000  Enter net proceeds of bank product

0.00  Enter amount of credit card payment convenience fee

| 1/16/ | Alternate due date for 4th quarter estimate

3. Change your selections as needed to determine the desired output.

4. To preview the results of your selections, click the Preview Letter radio button.

"% If youwould like this worksheet to be printed whenever the client letter is printed, select the Print this
- worksheet radio button. This setting applies only to the selected letter within the open retumn.

To edit the content of a Standard Letter:

1. From the open return, click the tab for the letter you want to modify.
2. Click the Edit Mode button on the toolbar.
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Client Communication Manager =]
Templates Tools View Support

-]
Open Save CloseTemplate  Attach  Restore  Selectall = LU0 AL
Templates <) | Engagement Letter - Global Templz X > Variables

LI current Group: Templates Federal =

Templates Available:

[
ks

&
&

36 Preview Mode
s, (@ Edit Mode
B %

Federal - Taxpayer's name

[Fed - Preparer's namel L
x . Ei - Preparer's streefl Federal - Taxpayer's street i
[ Engagement Letter - Preparers cily, state. zip]

Individual Tax Due

Federal - Taxpayer's city

Federal - Taxpayer's state

Individual Refund
Cover Shest Federal - Taxpayer's zip code
Mailing Slip Federal - Taxpayer's identification num

Organizer Letter

m

Federal - Taxpayer's filing status

Organizer Engagement Lei Federal - Preparer's office/name
Blank -

m

@ Help IntelliConnect Client Letter Toolkit Close |

Thank vou far chansina aurfirm to nregare vonr incame tax returr | | Federal - Preparer's name
u q

3. Usethe Client Communication Manager to add or edit graphics, text, and/or variables to the letter.
4. Save the changes after editing.

% Upon saving, you will be given the option to save your changes locally (changes will only be applied to the
~ current letter attached to the open return) or globally (changes will be applied to the letter template itself and will
be included in any future use of the letter).

5. Close the Client Communication Manager when finished.
If at any time you would like to restore any Master Template to its default state:

1. Open the desired template.
2. Do one of the following:
« Click the Restore button on the toolbar.
« Click the Tools menu; then, select Restore.
« Right-click the selected template; then, select Restore.

Delete a Standard Letter from a Return

To delete a standard letter from a return:

1. From the open return, do one of the following:

« Right-click the Client Letter tab to be deleted.

« Open the letter to be deleted; then, click the Forms menu.
2. Select Discard Form.

Dizcard Form [E]

Allinformation on this form and its associated worksheets will be lost,

Click Discard to discard Federal Client Letter,

Discard ] [ Cancel

3. Click Discard to confirm.
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Fixed Asset Manager

You can manage your client's assets using the Fixed Assets Manager. ATX adds the Fixed Assets form to the return
whenever you select a new Form 4562, Depreciation and Amortization from the Add Forms dialog box. ATX
displays the Fixed Asset tab in the forms list.

%, Ifyouroll a prior year return that had Fixed Assets data, asset information rolls to the current year return with
- updated depreciation data.

By using the asset entry features, you can:

Select from pre-defined asset categories and subcategories for quicker data entry.

Link depreciation results to at least sixteen business activity forms.

Enable an automatic calculation of prior, current, and future depreciation.

Compare actual expenses to the standard mileage deduction for listed vehicles (individual returns only).
Create dispositions for sales, casualties, installments, like-kind exchanges.

Create Bulk Dispositions for the sale of multiple assets.

"% If youwould prefer to use Form 4562 only, please refer to Entering Assets Directly on Form 4562.
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Fixed Asset Manager And Enhanced Asset
Management

Fixed Asset Manager comes with every purchase of ATX. Enhanced Asset Management functionality is available as an add-
on to your existing ATX package. If you do not have Enhanced Asset Management functionality, click the Enhanced Asset
Management Trail link to enable a 30 day free trial.

: Enhanced
Fixed Asset
Feature Asset
Manager
Management
Add or Delete: Allows you to add an additional asset or delete an asset. J

Duplicate: Allows you to duplicate the asset information section for an asset,
saving you data entry time. See Duplicating Assets.

Reports: Helps you manage and track your clients’ assets using standard or
customized reports.

Fixed Asset Manager includes three basic reports on Form 4562. The Enhanced
version has expanded reporting capability. See Reports Overview.

Split: Splits an asset into multiple assets based on units, cost/basis or
percentage. See Split Assets.

Multiple Asset Account: Allows you to report a single depreciation total on
Form 4562 for a group of related assets. See Multiple Asset Account (Mass
Asset).

Maximize 179: A quick way to populate several current year assets with a
section 179 deduction equal to the Cost (times bus %). See Maximize 179.

Move: Allows you to re-assign one asset at a time or re-assign multiple assets
to a different business activity.

Bulk Sales: Links the assets together into one sale with one sale price.

Prior Year Deduction: Allows you to accept or modify system calculated prior
depreciation for assets (including listed assets).

LA AN

Classifications: Allows you to identify and characterize similar assets,
gathering them into groups, locations, or any custom classification. See
Classifications.

Summary Information: Allows you to see a summary by group (based on what
is selected in the Group by: filter on the Navigation pane), 179 limit information,
and MQ summary. See Summary Information Pane.

A NI I U N N NI U SR U N N
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Feature

Book Deprecation: Allows you to calculate book depreciation using the Book
Depreciation column on the Depreciation and Section 179 tab. You can also

run reports related to book depreciation.

Fixed Asset Manager Interface

Chapter 14: Fixed Asset Manager

Fixed Asset SUEIrez:
Manager RS
Management

[/ AssetEntry || Asset Global Settings | [ Reports | Asset Tabs |

& b ][t Assets | aimize 179 | .k sles | [ - rior Depregaton | [ EReports | Asset Toolbar |

292 ¥ [P I Asset Information for 'non listed 179-4'

nonisted 1754 Dater

e —

r—

r Office fum, fixtures, [+] tew a

Yes 7] [8-Bdos and otherdel]

Sortby: =

PRTO]

] s percent w000

Mutple Asset Account
nonlisted 173

Classifications 2

[ roned 754

["Depreciation and Section 179 | [ Autollisted | [ Dispositons | [ Asset istory |

Federal Federal AUT
1,700 1,700

0 0

0 0

List of
Assets

1,700
0
o

E [ o
H ‘su% ‘.HSD"/- ‘.HNME
850

[
‘. HNﬂne
0

850
850 850
7.0 7.0

1,700

Summary Information
[2106:01 |[ 172 (a) |[ MQ |

Number of Assets: 2

Total Cost/Bass: 1,700

Total Deprediation: 8

‘ZDDDB ‘. 20008 ‘.
ad [+ [+
971

20008
AY

o

Asset Tabs

Asset Entry tabs include:

» Asset Entry - the default tab where you can enter asset information.
« Asset Global Settings - allows you to configure and view settings for assets.
« Reports - run reports for your assets. (Only available with Enhanced Asset Management).

Panes

The left and right panes are indicated by a red circle in the image above. These panes are displayed by default. To hide a pane

for a larger viewing area, click the red circle.

The left pane allows you to search, filter, and access a list of assets in a return.

The right pane includes Classification and Summary Information for assets. (Only available with the enhanced version of

Enhanced Asset Management).

Asset Information

The starting point for entering a new asset. For more information, see the Asset Information Pane.
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Asset Entry Toolbar

Icon Item Description
(&  Add Adds a new asset.
Ca Delete Deletes the displayed asset.

Duplicates the displayed asset.

Ch Duplicate

%, This feature is only available in Enhanced Asset Management.

Launches the Reports tab, where you can choose from standard reports or use the
Customize Report Wizard to create a custom report.

E Reports
%, This feature is only available in Enhanced Asset Management.
Launches the Split Asset dialog box, where you can split an asset into multiple assets
= Split based on either units, cost/basis or percentage.

%, This feature is only available in Enhanced Asset Management.

Allows you to tie additional assets to a parent asset for a multiple asset account.

ﬁj Edit Mass Asset

%, This feature is only available in Enhanced Asset Management.

Launches the Maximize 179 dialog box for current year assets with a section 179

Maximize 179 deduction.

(@]

%, This feature is only available in Enhanced Asset Management.

Launches the Move Asset dialog box, where you can move assets from one activity to

[@ Move another.
Bulk Sales Launches the Bulk Dispositions dialog box, where you are able to enter the information
for bulk sales.

Launches the Prior Depreciation/Business Use (for Listed Assets) dialog box, where
you can enter prior year business use percentages and/or business miles for luxury autos.

.

Prior Deprecation

Search and Filter for Assets

The navigation pane is located on the Asset Entry tab and directly to the left of the Asset Information Pane. Within the
navigation pane you can Search assets and filter the results by Group, Location, and/or Activity.
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ltem

=
[=]
=]
fi

Group by: |.ﬁ.|:1j~.rit§.r

Sort by: |

[7 AssetEntry || Asset Global Settings | [ Reports | [/ AssetEntry || AssetGlobal Settings | [ Reports |
[Badd l [E%Delete l [mDuplicate ] [@Move + [@Add l [Delehe l [EDDuplicate ] [E}Move +
| Search Mare Search Clear
Group by: |.~'-\ch'vity |v| £ |A" |"|
Sort by: | | . | Location |,q|| |- |
2106: 01 (17) Actvity [l
, Schcoi(1)
_— Group by: |.E\cti\tity |v|
01/01/2012 Prior Year Assets-2
, SchE:01(2) Sortby: | =]
- 2106: 01 (17)
4 4 01/01/2013 Sch E stuff —_—
, Schcoi(1)
01/01/2013 Sch E stuff-1 -
01/01/2013 Sch E stuff-2 01/01/2012 Prior Year Assets-2
Sch E: 01 (2
01/01/2012 Prior Year Assets-3 e @
Sch F: 01 (15) 4 4 01/01/2013 SchE stuff
01/01/2013 Sch E stuff-1
01/01/2013 Sch E stuff-2
01/01/2012 Prior Year Assets-3
Sch F: 01 (18)
Description

Takes you to the first asset in the asset list.

Takes you back one asset.

Displays the current asset number you are viewing and the total number of
assets in the asset list.

Takes you to the next asset in the asset list.

Takes you to the last asset in the asset list.

Allows you to search for a group of assets or a particular asset.

The More link allows you to filter your search further, using options such
as Group, Location and Activity.

Allows you to filter your search by Activity, Year Placed in Services,
Groups, or Location.

Allows you sort your assets by Description or Date Placed in Service.
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Clear Your Search

To clear your search, do one of the following:

« Toclearyour search information you can delete the search text from the Search box, or if using the More search
options, click Clear.

« Toclearthe Grouped by box, click the drop-down list and select All.
« Toclearthe Sort by box, click the drop-down list and select the blank area.

Display Calculations for Asset

ATX allows you to view the calculations of any selected asset.
To view calculations:

1. From the Asset Entry tab, select an asset.
2. Click afield on the Depreciation and 179 tab.
3. Press Shift+Ctrl+F12.

Display Calculation for non listed 179-2 =]
| Federal || Federal AMT || GA || Book |
Depreciation Calculation Notes
= Current Depreciation 61.22
Basis Calculation Rate Calculation Holding Period Calculation
Cost 1,700.00 Macrs Table%: 17.4900 Table pct. used
*Bus, Pct. 100.00 = Rate 017480 = Holding Period 1.00000
-Sec17a 1,000.00
-Bonus 350.00 & 5
= Basis 350.00
O
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Asset Information Pane

Asset Information

Mew asset |Yes |-| |:':: ce Sheet |v|

- Trpe |'| Bus percent 100.00

Multiple Asset Account

The Asset Information Pane is the starting point for entering a new asset. Your rolled over data is automatically entered in
this section. For all new assets, complete the Asset Information Pane, and then enter at least a cost or basis on the
Depreciation and Section 179 tab. Complete the Auto/Listed and Dispositions tabs as needed.

Asset Information Pane fields:

Item#: A unique item number for the asset (created by the user to identify the assets).
Description: A description of the asset.
Date in service: The date the asset was placed in service.

Activity: Any business activity form added to the return will show in the activity list. Select from the list to assign the
asset to a business activity form. Some business activities can have several copies and may be appended with :01,
:02 and so forth.

Category/Sub-Category: Select from a category and subcategory to enable defaults for recovery period, method,
and convention.

New asset: Indicates if the asset meets original use requirements for bonus depreciation.
Balance Sheet: Sends the depreciation to the balance sheet (Schedule L) of business forms.
IRC Section: Internal Revenue Code Section for amortized assets for page 2 of Form 4562.
AMT Adj. Type: For amortized assets, this affects the AMT column’s recovery period.

Bus percent: Percentage the asset was used for business use. ATX defaults this to 100%.
Serial #: Serial number of the item, if applicable.

Multiple Asset Account: Check to designate this asset as the parent in a multiple asset account. (This check box is
only active and available in Enhanced Asset Management.

Depreciation and Section 179 Tab

After the main asset pane has been completed, this tab allows for entry of the asset’s Cost or Basis in order to calculate the

depreciation of the asset.

To enter depreciation:

1. Enterthe Cost or Basis of the asset in the Federal column. Entering the cost or basis in the Federal column also

completes the cost in the Federal AMT and State columns.
2. The Fixed Assets form calculates the following based on this entry:

« The recovery period, method, and convention for the Federal, AMT, State, and Book columns if a

category/subcategory was selected
« Any qualified Bonus depreciation
« The Recovery Basis
« Prior depreciation (if this is a prior year asset)
« Current Year depreciation
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« Accumulated depreciation
« Next year depreciation
3. Enter any other applicable information in the space provided.

[ Depreciation and Section 179 || Auto/Listed | [ Dispositions | [ Asset History |

Depreciation Federal Federal AMT GA Book

Cost or basis: 1} 0 i} [t}
Salvage value: 1] 1] 1] 0
Section 179: {current or prior) V] 1] 1] 1]
Credit: (current or prior) - 1] 1] 1] 1]
Qualified Spedal Allowance: Spedial Zones +| [custom |. ”Cushnm |. ”Cushnm |. ”Cushnm |.|
Spedial Allowance Deduction: {current or prior) 0 V] 1] 1]
Recovery Basis: 1] 1] a o
Recovery Period: 0.0 0.0 0.0 0.0
Method: Select Method |+ ”Select Method |~ ”Select Method |~ ”Select Method |~
Convention: Select Conv. - ”Select Conv. - ”Select Conv. - ”Select Conv. -
Prior accum depreciation 179 & bonus: 0 V] 1] 1]
Current year deprediation: 0 [u] a o
Accum deprediation 179 & bonus: 0 V] 1] 1]
AMT /State adjustment: 1] 1] 1] o
Mext year depredation: 0 [u] a o
Met Book Value: 1} 0 i} [t}

%, The calculated entries can be changed if necessary by selecting the field and entering the changes. The text of the
overridden fields will be red. To restore the calculated field, right-click in the field and select Restore.

Auto/Listed Tab

This tab allows for the calculation of depreciation on listed property and vehicles. If you use a vehicle for business purposes,
you ordinarily can deduct vehicle expenses. You generally can use one of the two following methods to figure the deductible
expenses:

« Standard mileage rate

« Actual vehicle expenses

The first year you place the listed vehicle in service, the program will show the standard mileage section and the actual
section so that you can determine which is the higher deduction. The sections that display after a rollover depend on which
deduction was taken in the first year.

If the standard deduction is selected in the first year, the program will begin to compute a depreciation component attributed to
the standard mileage deduction and will switch the method and convention to SL/FM.

%, Only listed vehicle types will allow use of the Auto Listed tab - for example V5, 6, 7 and 9.

%, Business retumns such as 1120, 1120S, 1065 do not report a standard mileage deduction, so the tab is not visible for
- those return types.

%, Based on the destination form and the sub-category of the vehicle, certain sections of this tab may not be visible.
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Auto/Listed Information
Fvidence Questions Standard Mileage Rate
Evidence to support business or investment use daimed Yes [[|No | | Business miles 0 (Jan. 1-Dec. 31) = 0
Evidence is written Yes [ | No Parking fees and tolls 0
Current Mileage Total interest expense )
Totalmiesdriven  Start 15,556 End 30,556 10,000 | | Business use nterest expense 0
Business miles driven (Jan. o Personal property tax 0
1-Dec. 31)
Business use property tax 0
Commuting miles driven 0
Total standard expenses o
Other miles driven 10,000
Percentage of business use 0.00 Actual Expenses
Enter Prior BusUse % (100% assumed) Gas, oll and repairs )
- Vehide insurance 0
4562 Questions
=0 Interest expense 0
Available for personal use during off-duty hours [ ves [N Vehide registration fees 0
Used primarily by * 5% owner or related person [ Yes [ No
Personal property tax )
Another vehide available for personal use [ ves [C1 Mo
Section € Vehicle lease or rental 2}
Maintain & written policy statement that prohibits all personal use -
of vehides, including commuting by your employees [Elye=wiik] (|Cher epermes =N 0
Maintain @ written policy statement that prohibits all personal use Elves Elne Subtotal actual expenses 0
of vehides, except commuting by your employees
Business use actual expenses 0
Do you treat all use of vehides by employees as personal use [ Yes [ No
Provide =5 vehides to employees and retain information [ Yes [ No | | Actual deprecation expense {200DE method) 6,400
Do you meet the requirements concerning qualified automabile [Clves [N Parking fees and tolls 1]
demonstration use
Total actual expenses 6,400
[] standard mileage expenses 0 Actual expenses 6,400
|7 Check fstandard mieage or straight ine dizpreciation caication used n first year vehide placed in
service

Evidence Questions

You need to complete the evidence questions for the first vehicle. After that, ATX completes the questions for you.

Current Mileage

Enter or verify the following information for the vehicle:

« Start and End Total miles. The End miles will roll to the next year.
o Total miles driven.
« Business miles, commuting miles, and other miles as applicable.

"% Fixed Assets uses this information to compute the business use percentage. See Prior Business Use Percents
- (Listed Assets).

4562 Vehicle Questions (Section B, C)

« Section B questions need to be answered for each vehicle unless the exception in Section C applies.
« Section C questions will be completed per business activity, if applicable.

Actual Expenses

If the taxpayer does not use the standard mileage rate, they may be able to deduct actual car expenses. If they have fully
depreciated a car that is still used in the business, the taxpayer can continue to claim their other actual car expenses.
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%, Toadd other expenses click Add; then, click within the Other Expenses dialog box to add a description and amounts
for each field added.

Dispositions Tab

Fixed Assets allows you to create these disposition types from the Dispositions tab: Sale/Abandonment, Instaliments,
Casualty/Theft, and Like-Kind Exchanges. Select the appropriate sale type from the drop-down list. Bulk Sale treatment is
available for the sale/abandonment and install sale types.

%, If forsome reason you need to clear all the disposition data from a particular current year disposition, return the
disposition type to “Please Select”. This will remove any manually entered information and calculated data from the
disposition tab and forms.

By default, the Dispositions tab appears as pictured below:

| Depreciation and Section 179 || Auto/Listed || Dispositions |

Disposition\Bulk Disposition

N
| Disposition Info | Disposition Information

Type of disposition |Please select |*|

The calculated disposition gain/loss is linked to the appropriate form in the return such as 4797, 6252, 4684 Section B, or
8824. ATX also provides non-calculating or non-flowing disposition types: Converted to Personal Use and Do Not
Calculate Gain/Loss. These types may be used when you do not want the disposition reported in the current year tax return.

"%, Whenyou roll to the next year, prior year disposed assets will not be visible by default. To view (but not edit) sold
assets, select the corresponding preference from the Rollover Manager tab of the Preferences dialog box.

If Sale/Abandonment is selected as the disposition type, the Dispositions tab appears as pictured below:

| Depredation and Section 179 || Auto/listed || Dispositions || Asset History |
Disposition\Bulk Disposition

[ Disposition Info Disposition Information
Type of disposition |Sale,|"abandonment |v| [ Bulk Disposition
Date of disposition 10/014
Business use percentage 100.00 =4
Selling price 500
Expense of disposition [t}

Check if part sale personal residence and complete the questions on the Sale of Personal Residence tab [C]

Federal Federal AMT State
Cost or other basis 250 250 250
Basis adjustment 1] [u] o]
Accumulated depreciation i1 i1 i1
Gain/loss 261 261 261
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The Sale of Personal Residence check box option allows you to split a sale between business and personal
based on business use percent, Portions of the sale are sent to Form 4797 or Form 8949 where any exclusion of
gain will be calculated.

| Dispasition Info
- Report the entire sale on Schedule D ¥| Report business portion on form 4797
| sale of Personal Resid

Cherk if 1099-5 was received

Do you elect to pay tax on entire gain? Yes Mo
Do you satisfy all requirements necessary to claim the maximum exclusion? {personal part) Ves Mo
Check to claim full $500,000 exclusion as surviving spouse

Does spouse satisfy all requirements necessary to claim the maximumn exclusion? Ves Mo
Check to report Fully excluded gainfloss on Schedule D

Allacation percentage (business portion) 100.00

Allocated exclusion (business portion - enter amount or 0) 250,000 250,000 H

| Please complete the personal partion of this transaction on the Sale of
Personal Residence Workshest now on Form 8349

If Installment Sale is selected as the disposition type, the Dispositions tab appears as below. Please be sure to
complete the current year payments field on the Install Sale Info tab for a correct calculation on Form 6252.

[Disposition Info Disposition Information
|Instal Sale Infa Type of disposition |Insta||ment sale |v| Bulk Disposition
[Related Party Date of disposition 12431}

Business use percentage 100,00 =2,

Seling price 350,000

Expense of disposition i}

Check if part sale personal residence and complete the questions on the Sale of Personal Residence tab

Federal Federal AMT State
Cost ar ather basis 375,000 375,000 375,000
Basis adjustment a a a
Accurmulated depreciation 39,771 39,771 39,771
Gainfloss 14,771 14,771 14,771

If Casualty/Theft is selected as the disposition type, the Dispositions tab appears as pictured below. Be sure to
complete the Casualty/Loss Info tab because it is data required by Form 4684, Part B.

[Disposition Info Disposition Information

|M Type of disposition |Casualty.|"ﬁ1&f't |v|
Date of disposition
Business use percentage 100.00 =%

Federal Federal AMT State Book

Cost or other basis 0 i} 0 0
Basis adjustment 1] 1] 1] 1]
Accumulated depreciation a a 1] 1]
Gain/loss 0 0 1] 1]
Force 4797 section | |v| (DO NOT force to Part III unless LT Gains)
Holding period | |v|
Type of property | | - |
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If a Like-Kind Exchange is selected as the disposition type, the Dispositions tab appears as below. Be sure to
complete all applicable fields on the Exchange Info tab for correct computation of the Like-Kind Exchange on Form
8824. When you create a like-kind exchange, the basis of the replacement asset will automatically be added to the

asset list.

| Depreciation and Section 179 || Auto/Listed || Dispositions || Asset History |

DispositionBulk Disposition

| Dispasitian Tnfa Additional Information for Like-Kind Exchange

[Exchange Info Section Dne: Like-Kind Property

| Replacement Asset Info {A) Like-Kind Property Given Up
This lke-kind exchange s for the: F T
Description of like-kind property given up: Duplex Home:

Date that the like-kind property given up was originally acquired: 01/01)

Date that you transferred your property to the other party: 10401y
Federal Federal AMT State
Tatal adjusted basis of like-kind property: 337,502 337,502 337,502
{B) Like-Kind Property Received
Description of like-kind property received: Received in trade for Duplex Home

Date like-kind property received was identified by written notice ta anather party: 10401y

Date you actually received the like-kind property From the other party: 10401

Fair Market Yalue of ike-kind property received: 500,000

The received asset is automatically added to the asset list.

Sch C: 01 {2)

o1fo1f Duplex Home
101 Received in krade for Duplex Home

Disposition of Single Assets

Fixed Assets allows several types of dispositions. If a bulk disposition (sale of multiple assets) is available, a Bulk
Disposition check box will be present under Disposition Information. Selecting that check box will prompt you to select or
create a bulk disposition event, then assign assets by activity.

To assign the disposition of a single asset:

1. Inthe Navigation pane select the affected asset.
2. Click the Dispositions tab.

| Depreciation and Section 179 || Auto/Listed || Dispositions |

Disposition\Bulk Disposition

N
| DispesitionInfo | Disposition Information

Type of disposition |Please select |*|

3. Select the desired disposition for the asset in the Type of disposition drop-down list.
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Depending on the disposition type selected, required information will vary. Be sure to enter all requested
== information on each tab to ensure proper calculation and data flow.

4. Enter a date for the disposition.
5. Enter all requested information on each tab.

Bulk Dispositions

If the sale of a group of assets is to be reported on Form 4797, Sales of Business Property or Form 6252, Installment Sale
Income, use the Bulk Sales feature to link the assets together into one sale with one sale price.

The Fixed Assets form will calculate the gain/loss for a group of assets tied together in one sale using the Bulk Sales feature.
On the Fixed Assets form, there are two types of Bulk Dispositions available: Sale/Abandonment (for Form 4797) and
Installment Sales (for Form 6252).

The Bulk Sales feature can be set up or edited in two ways:
« From the Fixed Asset toolbar.

« From the Disposition tab.

Be sure to review the IRS reporting requirements and explanation of how to treat different classes of assets if grouping
assets together in a sale. (Publication 544, Sales and Other Dispositions of Assets)

Assets grouped in a bulk sale should be of the same property type. For example, all the assets are Section 1245 property
(depreciable personal property, tangible or intangible) or Section 1250 property (real property).

Bulk Disposition Setup
To add a new Bulk Disposition:

1. Inthe navigation pane, select one of the assets to be included in the Bulk Disposition.
2. Click the Dispositions tab and select Sale/abandonment or Installment sale from the drop-down.
3. Select the Bulk Disposition check box, and then select Add New from the drop-down list.
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424

N o o s

10.
11.
12.
13.

Bulk Disposition Setup

Main Info
Description: | | Dste of disposiion:
Type of dispasition: | [+ Date placed in senvice:
Force 4757 section: [ [=] actin:
Helding period: | [+| seting price:
|

Type of propemy: [=] Expense of dispostion:

Gain/Loss

Enter a Description for the bulk disposition.

Enter the Date of disposition.

Select the Type of disposition from the drop-down list.
Enter the Date placed in service.

% Avalid date is required for e-filing.

Make a selection from the drop-down list for Force 4797 section.
Select the Activity from the drop-down list.

Select the Holding period from the drop-down list.

Enter the Selling price of the assets in the Bulk Sale.

Select the Type of property from the drop-down list.

Enter any incurred Expense of disposition.
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Assign Assets for a Bulk Disposition
Assets must be assigned to the bulk disposition. If no assets are assigned, the bulk disposition does not calculate.

1. Click Assign or edit assets for this Bulk Disposition from the Bulk Disposition Setup dialog box.

Assign Assets for 'Sample Disposition’ =]

Available Assets Selected Assets

01/02¢ Chairs

01/02¢ Printer EES

01/01¢ Desks

The available list is filtered to match the holding period, property type, and activity entered on the Main Infa

@ Help screen. Done Cancel

Pass through entities (1065, 11205): prior section 179 assets should be reported separately to the Schedule K1,

", Assets already assigned to other dispositions will not be available for assignment to the Bulk Disposition.

"%, Only assets assigned to the same activity as the current selected asset will be available for assignment to the
Bulk Disposition.

2. Highlight the desired asset in the Available Assets list and click > to move it to Selected Assets list or >> to move
all assets.

%, Toselect multiple assets at once, hold the Ctrl key and select the assets with your mouse.

3. Click Done.
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Bulk Dispositions =]

(4]

Add

Disposition\Bulk Disposition

Bulk Disposition |Please select |'|

i - Basis Accumulated
Description DPIS Cost or other Basis Adjustment !

Depreciation

Total - Federal 0 0 0
Total - Federal AMT 0 0 0
Total - State 0 4 0
Gain/Loss: 0
@ Help . 0K . Cancel

4. Click OK.
5. Select the name of the bulk disposition from the Please Select drop-down list.

The details of each asset's disposition and the totals for all assets in the bulk disposition are displayed in the Bulk
Dispositions dialog box. The Gain/Loss is calculated based on the total sale.

% Click the Edit button to return to the Bulk Disposition Setup dialog box if you need to edit the details of the
- disposition.

6. Click Save.
Editing Existing Bulk Disposition
To edit an existing Bulk Disposition:

1. Inthe Navigation pane, select one of the assets that currently belongs to the Bulk Disposition to be edited.

2. From the Dispositions tab, select the bulk disposition from the drop-down list, and then click View Bulk
Disposition.
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Bulk Dispositions B
o L/ Lo
Add Edit  Delete
Disposition\Bulk Disposition
Bulk Disposition |Samp|eDisposition |'|
Basis Accumulated
Description DPIS Cost or other Basis Adjustment ! Depreciation
Printer 01/02; 15,000 0 0
Chairs 01/02; 1,000 0 0
Total - Federal 16,000 1] 1]
Total - Federal AMT 16,000 a a
Total - State 16,000 1] 1]
Gain/Loss: -16,000
Yy [

3. Click the Edit button on the toolbar.

Bulk Disposition Setup =]
Main Info
Description: Sample Disposition Date of disposition: 01,/02/
Type of disposition: |Salefahandnnment |'| Date placed in service: 02/02
Force 4797 section: | |'| Activity: H
Holding period: |SHORTTERM |'| Selling price: a
Type of property: | |'| Expense of disposition: 0
Personal Residence? ] Gain/Loss: -16,000

Assign or edit assets for this Bulk Disposition

If the Bulk 5ale is a net loss, leave Type of Property blank If there is an overall gain you may need to create separate sales for different property
types such as 1245 and 1250, Mixing property types can result in a miscalculation of depreciation recapture for form 4797 or form 8252, Refer to
form 4797 and publication 544 for reporting requirements
For 11205 and 1065 returns disposition information for assets that used Section 179 in a prior year flows to the K1 179 Disposition Statement.
Assets that did not use a prior 179 deduction flow to the 4797, For that reason prior section 179 and prior non-section 179 assets cannot be
bulked together.

0 e o)

4. Edit the details of the selected Bulk Disposition as desired.
5. Click OK to save your changes or click Cancel to exit without saving.
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Deleting Existing Bulk Disposition
To delete an existing bulk disposition:

1. Inthe Navigation pane, select one of the assets belonging to the desired Bulk Disposition.
2. From the Dispositions tab, select the bulk disposition from the drop-down list, and then click View Bulk

Disposition.
Bulk Dispositions =]
o /L Lo
Add Edit Delete
Disposition\Bulk Disposition
Bulk Disposition |Samp|eD|sp05ltan |'|
Descripti DPIS Cost ther Basi Basis ! Accumulated
escription OSt Or otner basis AdleStmEﬂt edera Depreclatlon
Printer 01/02; 15,000 1] 0
Chairs 01/02; 1,000 0 0
Total - Federal 16,000 0 0
Total - Federal AMT 16,000 0 0
Total - State 16,000 0 0
Gain/Loss: -16,000
@ Help ( Cancel

3. Click the Delete button on the toolbar.

o =

Cuestion X

| Are you sure you want to delete this bulk disposition?

Yes Mo

4. Click Yes to delete or click No to cancel the operation and return to the Bulk Dispositions dialog box.

For any bulk disposition that includes the sale of a personal residence, the Sale of Principal Residence Input tab on
== Form 8949 must also be completed.
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Asset History Tab

This feature is available in Enhanced Asset Management.
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The Asset History tab displays the history and projection of the asset by the different depreciation treatments starting with
the first year placed in service through the last depreciable year. Each depreciation treatment is listed on a tab on the left.

| Depreciation and Section 179 || Autoflisted || Dispositions || Asset History |

Summary Information

Cost or Basis: 2,500 1,250

0

Special Allowance:

Section 179 deduction: Credits/Other:

History\Projection

Method/Conventon:

Recovery Period:

20008 / HY
5.0

[Federal Tax Year  CurrentDepr., 179 &Bonus  Special Allowance
0 1,500 1,250
400 0
120 0

a 0

|Federal AMT

|Ga

o ooo
o ooo

| Book:

179Deduction  Credits/Other  Prior Accum Depr., 179 &Bonus ~ NetBook Value  Business Percent

0
1,500
1,900
2,020

1,000
600
430
480

100,00
100.00
100.00
100.00

Entering a New Asset

Fixed Assets calculates prior, current, and future depreciation for each depreciable or amortizable asset. This enables you to

have all of the client's asset information at your fingertips.
To add an asset:

1. From an open return, do one of the following:

o From the toolbar click Add Form, and add Form 4562, Depreciation and Amortization. ATX loads the Fixed

Assets inthe Forms tab.

« Jump from a form field. Select Form 4562, Depreciation and Amortization, or the Fixed Asset Form. ATX loads

the Fixed Assets in the Forms tab.

GA 4562
Fixed Assets
[ seh ot

[] Buspercent

Serial =

Multiple Asset Account

1040 [# AssetEntry || AssetGlobal Settings || Reports |
SchA [oadd|| (o oy [Gymove || [+ soit || [ animize 179 [ Bk saes | TReports |
1040 EF Info. DI » b1
0ofD -
S22 Asset Information
Bank Account. ‘ Search More |
Billing | pateinserice [ |
W2 Group by:

100,00

| Depreciation and Section 179 | [ Auto/Listed | [ Dispositions | [ Asset History |

Depreciation Federal
Costor basis: [}
Salvage value: [
Section 179: (current or prior) [}
0

Credit: (current or prior)

Federal AMT

Book

o 0
0 0
0 0
0 0

Zones

Qualfied Specl Alovance: [ Soec H [custom

[-feustom

[-Jcustom [-][custom |-

2. Tocomplete the Asset Information, enter the following information:

« A unique item number: This can be a number or combination of numbers and letters created by the user.

« A description of the asset. Required field inorder to save the asset.
« Thedate placed in service. Required field inorder to save the asset.

« Select the business activity from the Activity drop-down list to assign the asset. If you have only one business

activity it will already be selected by default.
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« Select a Category and Sub-category from the drop-down menu. Selecting a Category and Sub-category will
automatically populate Method, Recovery, and Convention. You can leave these blank or override with
manual entries.

« Select No from the New asset drop-down list if the asset does not meet the original use requirement.

« Select the IRC section if applicable for amortized assets. (ATX defaults to the correct code if you chose the
category and subcategory)

« Select the AMT adjustment type for amortized assets, if applicable.

« Review the percentage of business use and adjust as necessary. If this is a listed vehicle, complete the
Auto/Listed tab to calculate the business use.

3. Click the tab related to the type of entry you are making and enter the pertinent information regarding the asset.
« Depreciation and Section 179 Tab
« Auto/Listed Tab
» Dispositions Tab
« Asset History Tab

%, Toadd additional assets, click the Add button on the Asset Entry toolbar.

[ Asset Entry || AssetGlobal Settings || Reports |

DﬁAdd‘ B (5] [E}MWE‘ # lﬁ&dthassAssem HEMaxumue 1?3” ~l|Bulk Sales || ¢ £E|Repuns|
: E‘ L o E @‘ Asset Information

More ‘

Date in service schc:ol -]

wowby: ety [
New asset [es [] [e-#idgs and other de[~]
Sortby: -
[REsection [-] [AMT A Type [-] Bus percent 100,00
Serial = Multiple Asset Account
| Depreciation and Section 179 | [ AutojListed || Dispositions | [ AssetHistory |

Depreciation Federal Federal AMT @
Cost or basis: 1] [] 0
Salvage value: 1] a 0
Section 179: {current or prior) 0 o [}
Credit: (current or prior) - a ] 1}
Qualified Special Allowance: ‘;::—-::— Zones |-| |Custnm |v”Custnm |- ”Custnm H
Spedial Allowance Deduction: (current or prior) 0 0 0
Recovery Basis: o i 0
Recovery Period: 0.0 0.0 0.0
Method: |SE\EEt Method |v”55\ectMeﬂmd |v HSEIect Method H
Convention: |SE\Ect Conv. |-”55\act(nm |- HSeIect Conv. H
Prior accum deprediation 179 & bonus: 0 o 0
Current year depreciation: 0 o [}
Accum depreciation 179 & bonus: 0 0 0

Duplicating Assets

This feature is available in Enhanced Asset Management.

This feature allows you to duplicate assets in the event your client purchases multiple assets that are the same. After you
enter one asset, duplicating it will save you time entering the remaining assets. For example, if your client purchases 5
computers for their office, you can enter the asset information for one computer and duplicate the asset information for the
remaining computers.

%, The Item number and Serial number will not be included in the duplication.

To duplicate an asset, use the following steps:

1. Select the asset in the Navigation Pane.
2. Do one of the following:
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« Click the Asset menu and select Duplicate.
« Click the Duplicate button on the toolbar.
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Duplicate Asset

Original Asset Information

Description:  Sampel Asset
Cost/Basis:  120,000.00

Duplicate Asset

Mumber of copies: 1
[ AutosListed [C] Dispositicns
[termn# Description

*em-1 Sampel Asset-1

@ Help

Duplicate H Cancel

3. Enterthe number of copies of the asset you will need.

4. Select the appropriate check box(es) indicating the tabs you want to include in the duplication.

5. Click Duplicate.

Move Assets

ATX allows you to move a single asset or multiple assets at the same time.

Move an Asset

To move assets one at a time:

1. From the asset list, select the specific asset.
2. Click on the Activity list drop-down on the Asset Information Pane.

Asset Information for 'Tools'
20 Tools Date in service
| F-Furn and equi| v| | 10 - 7-yr Genl purp tools, mach|~ | Mew asset Yes ~||schc: 01
— — SchE: 01
fRC Section |'] l' Adi. Type |*| Buspercent 100.00 | K1{1065): 01
Serial # [7] Multiple Asset Account

|schC: 01 :

3. Select the desired business activity from the drop-down to link to the desired business activity.
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ATX only displays available forms within the return. Make sure you add the appropriate form to link the asset to
=== before you try to move the asset.

Move Multiple Assets

The move assets feature allows you to move assets from one activity to another.

%, This feature is helpful if you have multiple assets where the activity needs to be changed.

To move assets in bulk:

1. Click the Move button on the Asset toolbar.

Move Assets =]
[For g [ -

Assets for " Move to

@ Help | Cancel

Select an activity in the From: drop-down box. ATX displays all linked assets.
Select an activity in the To: drop-down box. ATX displays all available asset forms in the return.
Select the Assets in the Assets for box.

Use the arrows located in the middle of the dialog box to move the asset(s) from one pane to the other. Do one of
the following:

« Click the > button to move the selected asset from the Assets for pane.
« Click the < button to move the selected asset from the Move to pane.
« Click the >> button to move all assets from the Assets for pane.
« Click the << button to move all assets from the Move to pane.
6. Click Move.

oa ke Dd
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Split Assets

This feature is available in Enhanced Asset Management.
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Use this feature to split an asset into multiple assets based on units, cost/basis or percentage. ATX creates new assets
based on the information you enter in the Split Asset dialog box and modifies the original asset's information as required by

the split.

"% The split icon will be grayed out whenever the feature is not available. For example, you cannot split a disposed asset.

To split an asset:

1. From the asset list, select the specific asset.
2. Click the Split button on the toolbar.

Split Asset =]
Original Asset Information
Description:  Sampel Asset
Cost/Basis:  12,000.00
Split Asset
Split into 2 assets [ Use unitsin place of percentage
Itermn#® Description Cost or other Basis Allocated Percent
frem-1 sampel Asset-1 6,000.00 50.00
Itemn-2 Sampel Asset-2 6,000.00 50.00
[Unallocated portion (must be 0) 0.00 000 |
(7] Help Split l [ Cancel l

%, By default, the asset will be split into two (2) assets.

3. If you need to split the asset into more than 2, enter the number in the Split into field.
4. Tochange the split calculation, click in the field you wish to change and enter the Item #, Description, Cost or

other Basis, or Allocated Percent.
5. Click Split.

Multiple Asset Account (Mass Asset)

This feature is available in Enhanced Asset Management.

A multiple asset account is made up of a group of assets that are similar. One depreciation total is sent to Form 4562 for the
entire group of assets. You can add to or remove assets from the group. The basis of the entire group will recalculate based

433



Chapter 14: Fixed Asset Manager

on the individual assets (called units) in the group. To activate a multiple asset account, check the box that appears in the
Asset Information pane. The Multiple Asset Account check box will not be active until certain minimal information has been
entered for that asset.

The asset with this check box selected becomes the main asset under which units reside.

Asset Information for 'Chairs'

ftem # Chairs Date in service 0oL schcor [
| F-Furn and equi| '| | 11 - 7-yr Office Furn, Fixtures, |'| Mew asset | Yes |'| | B-Bldgs and ather de|'|
|B’<‘C§ecﬁ'bn |-| |AM}'ArirL Tipe |v| Bus percent 100,00

Serial # [ Multiple Asset Account

To add a multiple asset account, use the following steps:

1. Complete all fields to activate the Multiple Asset Account check box.
2. Select the Multiple Asset Account check box.

Multiple Asset Account Setup ]

Main Info

Description: Desks

Date placed in service: 01/01/

Cost or Basis: 15,000
Section 179 15,000
Credit: ]
Special Allowance Deduction: 0
Recovery Basis: 0
Pricr Accumulated Depreciation: 0

Current Depreciation: 0

Accumulated Depreciation: 15,000

Add Units: 2

View/Edit Units

@ Help Save l [ Close

3. Enter the number of units that need to be included in the multiple asset account.

%, Inthis dialog, the description and units are the only editable fields. Any other changes should be made in the
asset information.
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Edit Units

1. Click the View/Edit Units link to make any changes to the cost and/or allocated percent of the units.
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Multiple Asset Account - Units ]|
Multiple Asset Account
Description: Desks Serial Mo.
Date: 01/01 Section 17%: 15,000
Cost/Basis: 15,000 Credit: 0
Special Allowance: 0 Prior Accum, Depreciation: 0
Current Depreciation: 0 Accum, Depreciation: 15,000
Units: 2 Hide units from asset list [
Itermn#® Rem"e Description Cos_t or other Serial Mo.
Unit Basis
ftem-1 Desks-1 7,500
Ttemn-2 Desks-2 7.500
4 m L3
| Allocation 15,000 |
(7] Help [ Save l [ Cancel l

2. Tomake changes to the information in the grid, click in the field you wish to change and enter the information. You
are able to edit the Iltem #, Description, Cost or other Basis, or Allocate Percent fields.

3. If an asset needs to be removed from the multiple asset account, select the check box in the Remove Units

column next to the asset.

“%, Select the check box next to the Remove Unit header to select all assets.

4. Click Save.
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Edit Mass Asset

Once a multiple asset account has been setup, use the following steps to view and/or edit the mass asset.

1. Click the Mass Asset icon on the toolbar.

Multiple Asset Account 3]
Multiple Asset Account: |Desks |'|
@ Help (0].8 ] [ Cancel l

2. From the Multiple Asset Account Setup you can make your changes to the multiple asset account. See Edit

Units.
Multiple Asset Account Setup [E]
Main Info
Descripticn: Desks
Date placed in service: 0101
Cost or Basis: 15,000
Section 179; 15,000
Credit: 0
Special Allowance Deduction: 0
Recovery Basis: 0
Pricr Accumulated Depreciation: 0
Current Depreciation: 0
Accumulated Depreciation: 15,000
Add Units: 2
View/Edit Units
@ @ Save ] [ Close
3. Click Save.
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Maximize 179

This feature is available in Enhanced Asset Management.

The Maximize 179 feature is a quick way to populate several current year assets with a section 179 deduction equal to the
Cost (times bus %). Certain options are provided to control the order in which the 179 deduction is applied to possibly provide
a tax advantage. The program will remember the options you selected on a client by client basis. If no options are selected,
the system will apply the section 179 deduction up to the Cost limit based on the asset list order. Some options will be
checked by default when you open the program.

%, Remember that available 179 deductions can be limited by business income that will be calculated only in the tax
return, so further edits may be needed in the tax return environment.

Features of the Maximize 179 Dialog

The Maximize 179 button allows you to populate all of the assets seen in the dialog's list with section 179 at the
same time.

The Options button allows you to set preferences for the order in which the section 179 deduction is applied.
The Clear All button removes all of the section 179 deduction entries.

The asset list includes only current year assets that qualify for a section 179 deduction.

You can sort the list by any column in the dialog.

The Max button on each asset allows you to set the maximum 179 deduction just for that asset.

Cost/Basis Grand Total shows you the overall cost of the qualifying assets. If the cost threshold is exceeded, the
program calculates the reduced dollar limit.
MQ summary shows the current-year asset total basis by quarter for mid-quarter determination.

Options/Calculation Options

Calculation Options help determine the calculations used for Section 179 amounts.

Calculstion Opticns =

If Mid-Quarter, apply to MO first
Apply to longer recovery pericds first
Apply from smallest to grestest Cost

Apply from grestest to smallest Cost

Exclude listed autos with fimits from the 179 MAX V-5, V-7, A-135, A-Z1)

Exclude gqualifying real properties from the 17% MAX {R-7, R-E, R-10)

@ Help . OK ] [ Cancel

« If Mid-Quarter, apply to MQ4 first.

« Inthe determination of whether mid-quarter convention must be used, cost amounts expensed under Code Sec.
179 are disregarded (Reg. §1.168(d)-1(b)(4)). By applying section 179 to the assets that would otherwise need to
use MQ4 convention, you are reducing the basis of those assets to 0.

"% You can launch the Mid-Quarter (MQ) Summary from the bottom right corner of the Maximize 179 dialog.
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« Apply to longer recovery periods first.

"% Assets with a shorter life are more likely to be kept in service for the entire recovery period so deductions can
be recovered through normal depreciation.

« Apply from smallest to greatest cost.
» Apply from greatest to smallest cost.

These options are simply user preference:

« Exclude listed autos with limits....(V-5, V-7, A-19, A-21)

%, Asection 179 deduction will not be applied to these asset types if either of these options is checked, but the
cost will still be considered in the cost limitation calculation because they qualify for a Section 179 deduction.

Maximum Amount of Section 179 to a Single Asset
To assign the maximum amount of Section 179 to a single asset, use the following steps:

1. Right-click in any field on the Depreciation and Section 179 tab, and select Maximize Section 179. The Section
179 field is automatically populated with the maximum allowed amount.

| Depreciation and Section 179 || Autojlisted | [ Dispasitions | | Asset History |

Depreciation Federal Federal AMT CA

Cost or basis: 100 100 100
Salvage value! 0 i] 1}
Section 179 {current or prior) h n ul
Credit: {current or prior) - ¥

Cualified Special Allowance: Spacial Zones -| [More

Special Allovsance Deduction: {current or prior)

Recovery Basis: Maxirnize Section 179

Recovery Period:

Method: 20006

Convention: HYy

2. Click the Maximize Section 179 menu.
3. The program will insert the maximum section 179 amount for the individual asset.
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Multiple Assets with Section 179

To assign the maximum amount of Section 179 to multiple assets, use the following steps:

1. Click the Maximize 179 icon on the toolbar.

Maximize 179 =]
Eg [
- H
- - &5
Maximize All  Options  Clear All Help
Enter Section 179 Amounts of Expense
o Recovery Select Federal Election
Ttem# Description Activity DPIS Cost/Basis Period Max
Desks Sch C: 01 15,000 7.0 0
Printer Sch C:01 8,000 70 0
Chairs Sch C: 01 2,000 70 0
1]
Grand Total: 25,000 a
* The current year 179 deduction may be further limited by business income. To see the business income MQ Summary
calculation in the return, open Form 4562 and select the 179 Worksheet from the Pages and Worksheets tab. | m »
e

2. Click Maximize All on the toolbar. ATX sets the Federal Election column, calculations for all assets listed.

Clear All Section 179 Deduction Amounts

To clear all Section 179 Deduction amounts:

1. Click the Maximize 179 icon on the toolbar.
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Maximize 179 =
B[ @
Maximize All  Options  Clear All Help
Enter Section 179 Amounts of Expense
" Recovery Select Federal Election
Item# Description Activity DPIS Cost/Basis Period Max
Desks SchC: 0L 15,000 70 Max 1]
Printer Sch C: 01 8,000 70| Max 4]
Chairs Sch C: 01 2,000 70 Max 1]
0
Grand Total: 25,000 0
* The current year 179 deduction may be further limited by business income. To see the business income MQ Summary
calculation in the return, open Form 4562 and select the 179 Worksheet from the Pages and Worksheets tab. “ m »

2. Click Clear All on the toolbar. ATX sets the Federal Election column to zero, clearing the Section 179 calculations
for all assets listed.

% The current year 179 deduction may be further limited by business income. To see the business income
calculation in the return, open Form 4562 and select the 179 Worksheet from the Pages and
Worksheets tab.

MQ Summary

To view your Mid Quarter Summary for an asset, click the MQ Summary button from the Maximize 179 dialog box. This
information is for display only. Click Close to close out of the MQ Summary.

MQ Summary =]
Qtr Basis Percent
1st 0 0.00
2nd 0 0.00
3rd 0 0.00
dth 0 0.00
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Classifications

This feature is available in Enhanced Asset Management.

Asset classifications identify and characterize similar assets, gathering them into groups, locations, or any custom
classification.

The Classifications pane (in Fixed Asset Manager) allows you to assign the Asset Classifications that you have already set
up to the new and/or existing assets in the tax return.

Classifications 2

To rollover asset classifications from Fixed Asset Manager:

You can rollover Group, Location, or Custom classifications from Fixed Asset Manager 2016 into ATX and into your Form
4562:

1. InRollover Manager, under Other Data, select the Asset Classifications check box. (The number of asset
classifications should appear in parentheses.)

2. Click the Rollover icon.

To verify, open a Form 4562 in any return. The Classifications pane should contain any Group, Location, or custom
classifications that you created in Fixed Asset Manager 2016.

Global vs. Local Classifications

By default, any asset classifications you create are saved locally to the computer where they are created.

To make classifications globally available to all ATX users on a network, select the Save Globally check box on the Asset
Classification dialog box.

Custom Classification

To add a custom asset classification:

1. From an open return with the Fixed Assets tab open, click the LI (Edit) button in the Classifications pane.
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Aszet Classifications =]

Classification [tems

Groups

Locations

f=

@ Help [] Save Globally

2. Click New and enter the name of the Classification.
3. Once you have completed entering all your classifications, click Save.

% Whenyou add a new asset classification, the classification remains specific to the local user and is not seen
- globally (by other users) unless you select the Save Globally button in the Classifications pane.

Add ltems to a Classification

To add items to a classification:

1. From an open return with the Fixed Assets tab open, click the (Edit) button in the Classifications pane.
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Aszet Classifications =]

Classification [tems

Groups

Locations

fe

@ Help [ Save Globally

Select classification in the Classification column.

Click New in the Items column and enter the name of the item.

Once you have completed entering all your items for each Classification, click Save.
Click Save at the bottom of the dialog box.

ASS|gn|ng Classifications to Assets

(P NN

To assign classifications to an asset:

1. Open the asset.
2. Inthe Classifications pane, click the drop-down for Groups, Locations or Custom Class.
3. Select the item you want to assign.

Delete Classifications and Items

To delete a classification or item from a classification:

1. Inthe Classification column, select the classification, or item you wish to delete.
2. Click the red x, to delete the items or custom classification.

"% The default classifications Groups or Locations can not be deleted. Deleting a custom classification deletes
- all items within the custom classification.
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Asset Classifications =)
Classification Items
Groups Farm Equipement .
Locations hew

Summary Information Pane

This feature is available in Enhanced Asset Management.

The Summary Information pane allows you to see a summary by group (based on what is selected in the Group by: filter on
the Navigation pane), 179 limit information, and MQ summary.

When you click on an asset assigned to a certain business activity, the fist tab gives you the following information:

« The number of assets assigned to that activity.
« The cost or basis for the activity.

« The total depreciation for the activity.

« Section 179 deductions elected for that activity.

The 179 (All) tab reports on all of the section 179 for all business activities and reports any excess taken.

The MQ tab calculates the basis of assets placed in service each quarter for mid-quarter convention determination.

Summary Information

| 1120 |[ 178 (a) |[ MQ |

Mumber of Assets: 2
Total Cost/Basis: 55,000
Total Depredation: 5,728

179 elected (this group): 0

Asset Global Settings

The Fixed Assets form allows you to configure certain settings to be persistent for all the assets in the return on the Asset
Global Settings tab.

%, Any changes made in the Asset Global Settings tab will only be applied to the return you are working in, with one
- exception: any change made to Section 179 limits will apply to all future returns.
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Input Defaults

The Input Defaults tab (under Asset Global Settings) allows you to setup defaults on a client by client basis.

&7 AssetEntry Asset Global Settings || Reports |

—
[Input Defaults Display

|Bonus Elections ["] Don't prompt me to enter prior year business % for prior year listed assets

|ste Cales Calculations

| Tax Year Information
[ Default Book to Federal Treatment

[ Suppress Calculation of State Deprediation
Mid-guarter convention applies {(system calculated)

Macrs Federal Elections

500,000  Federal Section 179 dollar imit

2,000,000  Federal Section 179 cost threshold

Elect the Application of Section 179(f) for Certain Qualified Real Properties

7] Qualified Leasehold Improvements (R-7)
[ Qualified Restaurant Property (R-8)
[T Qualified Retail Improvement Property (R-10)

Elect a different method by property dass. An election statement will be added to the return.

Mairs
Class

MACRS 150% MACRS 5L MACRS ADS
3-Year
5-¥ear
7-Year
10-Year

15-Year

OoOoooE O
OE0oonE g
OoOooo O

20-Year

| sectal || ectal | sectal |

[T] Elect To Exdude Certain Property Placed in Service in the Current Tax Year from MACRS
{This is checked when the standard mileage deduction is elected in the first year. An election will be added to the return.)

Display

Select the check box to disable the automatic prompt regarding prior year business % when entering prior year listed assets.
Calculations

Default Book to Federal Treatment- select the check box to have book depreciation default to Federal treatment.

Select the check box to suppress the calculation of state depreciation (for example if the state is a non-tax state). The mid-
quarter convention box is non-editable and will be checked if mid-quarter convention applies.

MACRS Federal Elections

“% The Federal Section 179 dollar limit and cost threshold: Program updates will automatically keep these limits
~ current with Federal legislation but you can override the system defaults on a per return basis as desired.

MACRS Elections for 150%, SL or ADS: Select from one of these elections per recovery period or class to default all
“== new assets with the selected method.

Prior Business Use Percents (Listed Assets)

When directly entering a prior year listed vehicle or other listed property such as a computer, you will be prompted to enter
prior year business use percentages. This allows the program to accurately calculate prior year depreciation and arrive at the
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correct remaining basis for the listed asset. If the asset is rolled, this dialog will automatically be completed.

%, Tolaunch the full version of this dialog, click the Prior Depreciation icon on the Fixed Assets toolbar.

%, Totumn this prompt off, select the Don't prompt me to enter prior year business % for prior year listed assets
check box located on the Input Defaults tab in the Asset Global Settings.

Prior DepreciationBusiness Use (Listed Assets) &
Prior business use percentages Prior depreciation amounts

—_— T
i o Treatment Curenty displeying  System Calculsted Amount  Check {v) to accept
w1 % Calculated
. R 5 Federat
2 200 |5 Federal AMT:
2004 0.00 |95 GA
2003 0.00 |95 Frene

0 %

2011 0.00 (og
2010: 000 |95

Enter business miles

@ hen [ ok Cancel

Entering Business Miles History

Clicking the Enter business miles link from the Prior Depreciation/Business Use dialog box displays the Business
Mileage History dialog box. The Business Mileage History dialog box carries mileage information entered on the
Auto/Listed tab to this dialog. This information is retained for rollover, or you can directly enter historical mileage by year.

Busziness Mileage History @

Miles driven

Taotzl Miles Busziness Miles Commuting Miles Business Use %

2017 0 D D 100.00

2016- 0 0 0 100.00

H15:

2014:

2013:

2012:

2011:

2010:

Total:

@ beip [ o ] l Cancel
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Bonus Elections

ATX inserts a Special Allowance Deduction on the Depreciation and Section 179 Tab for any class of asset to which
bonus depreciation applies currently, or did apply in prior years. You can use Bonus Elections to override the default setting
by electing out.

A formal elect out statement for the IRS is only required if you are opting out of bonus depreciation for the current year.

LY

\ If an election statement is required, ATX adds the election statement for you.

| —

Check selections in the Bonus Elections tab to indicate an election out of bonus depreciation for any year and class of
property for which the election was made. This allows ATX to remove the default Special Allowance Deduction from
qualifying assets.

' AssetEntry || Asset Global Settings || Reports |
r
| nput Defaults | 2000 |[ 2001 || 2002 || 2003 | [ 2004 || 2005 |[ 2006 | [ 2007 | [ 2008
E | 2008 || 2010 |[ 2011 |[ 2012 |[ 2013 || 2014 || 2015 || 2016 || 2017
| Bonus Elections
————————————| MACRS
| state Cales Class 30% 50% QDA QCEPP ORR
| T2x Year information 3-Year B B
5-Year E1 E1
7-Year ] ]
10-Year el 0
15-Year = =
20-Year B B
27.5-Year =
39-Year i O
167 Computer (=] (=]
ElectAl | [ Eectal |
The program calculates bonus depreciation (special allowance deduction) automatically for any year and asset type that qualifies. To elect out of
bonus depredation for crrent year assets or remove it from prior year assets, select the asset dasses (recovery periods) as applicable,

If you need to override the system defaults to either force bonus election or remove the election for individual
assets:

1. Click the Asset Entry tab.
2. Click the Depreciation and Section 179 Tab.
3. From the Qualified Special Allowance drop-down list, click Custom.

| Depreciation and Section 179 || Auto/Listed || Dispositions || Asset History |

Depreciation Federal Federal AMT cA

Cost or basis: 167,000 167,000 167,000
Salvage value: i [i} 1}
Section 179: (current or prior) Certain Qualfied - 0 a [i}
Credit: {current or prior) Solar Energy - 50,100 50,100 ]
Qualified Special Allowance: Special Zones - [custom |. ||Custom |. ||Cusb3rn |. ||
SPECTa ATOWETTCE DeaOCtanT (COrTErTT or priory 0 [i] 0
Recovery Basis: 141,950 141,350 167,000
Recovery Period: 27.5 27.5 27.5
Method: SLfGDS ~ ||5L/GDS ~|[SL/GDS -
Convention: MM - | (MM - (MM -
Prior accum depreciation 179 & bonus: 10,109 10,109 11,892
Current year depreciation; 5,162 5,162 5,072
Accum depreciation 179 & bonus: 15,271 15,271 17,964
AMT State adjustment: ] i} -210
Mext year depreciation: 5,162 5,162 &,072
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To make bonus elections:

1. Select Bonus Elections under the Asset Global Settings tab.
2. Select each MACRS Class that you wish to elect out of for bonus depreciation for each year.

To elect out of all the classes, click the Elect All button located at the bottom of each column.

3. Click OK.

State Calcs Tab

State Calcs can be found under the Asset Global Settings tab. If you make changes to the Section 179 Defaults or State
Bonus Defaults in either location, it will modify the calculations for all clients using that state.

Within the State Calcs tab, there are tabs for 1040, 1041, 1065, 1120, 1120S, and 990 entity types. Each tab contains
information about the selected state’s compliance with sections 168(k) and 1400L as well as other pertinent information
regarding state 179 limits, or whether or not additional Go Zone or disaster area Section 179 is allowable. Information is preset
for each state and will be updated to reflect changes in future years.

& AssetEntry || Asset Global Settings || Reports | !
|nput Defaults State Situs:

| Bonus Elections (1040 |[ 1041 |[ 1065 |[ 1120 |[ 11205 |[ %0 |

| State Cales [C] reguired addback/subtraction calculates on the state form, Bonus andfor 179 will default to Fed,

| Tane Year Information State 179 Defaults

[[] Allows additional GO Zone Section 173
[[] allows additional disaster area Section 179

State 179 Limit:

State threshold:

State Bonus Defaults

Follows IRC Sections 168(k) and 1400L

Never

For Dates:
From A To |
From | _/_/ To|_J/ [
From | _ [/ To|_J/ [

Allows NYLZ 30% bonus
[T] conforms to IRC section 1400N
[] conforms to IRC section 168(n)
[] Conforms to IRC section 168()

[] conforms to IRC section 168(m)

%, Program updates will automatically keep the state Section 179 limits and Bonus defaults up to date with current
- legislation. You can override the state Section 179 limits if needed.
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State 179 Defaults

1. Select the year for which you wish to modify the section 179 limitations from the drop-down list.

2. Select the appropriate check box for additional GO Zone Section 179 or additional disaster area Section 179 if they
are allowed for the state.

3. If the state has a section 179 limit other than the program default limit, enter the correct amount in the State 179
Limit field.

4. If the state has a threshold other than the program default, enter the correct amount in the State threshold field.

State Bonus Defaults

This section is for display purposes only. Changes made to this section do not affect your assets.
Tax Year Information

Tax Year Information can be found under the Asset Global Settings tab. Tax year and short year information is used to
determine what year of the recovery period a particular asset is in.

The Tax Year Information Table on the Tax Year Information tab will be visible for any return type that supports a short
year.

If you are creating a new business return, Fixed Assets will try to set up your short year based on the begin and end dates
entered on a main form such as the 1120, 1120S, 1065, 990, or 1041.

Whether starting a new business return or rolling a prior year return, review the Tax Year Information Table to make sure it
accurately represents short, fiscal, or calendar years since these determine depreciation calculations.

& AssetEntry || Asset Global Settings || Reports |

| Input Defaults Dates

[Banus Elections Current Year Begin: | 01/01/2017 Current Year End: | 12/31/2017 52(53 wk year
|State Calcs Modify year information as needed

(Tax Year Information Tax Year Information Table

Prior Short Years. ..

Tax Year Begin Date End Date Shart Year
2017 01/01/2017 12/31/2017 =
2016 01/01/2016 12/31/2016 = L
2015 01/01/2015 12/31/2015 O 1
014 01/01/2014 12/31/2014 0
2013 01/01/2013 12/31/2013 =
012 01012012 12/31/2012 =
2011 01/01f2011 12/31/2011 =
2010 01/01/2010 12/31/2010 =
2009 01/01/2009 12/31/2009 =
2003 01/01/2008 12/31/2008 = .
0T M ind fnnT 19034 nnT =

Prior Year Short

To establish a short year for a new return:

1. Click the Asset Global Settings tab.
2. Click the Tax Year Information tab, and click Prior Short Years.
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Prior Short Years ]
Dates
From To
Mast recent: A A
Earlier period:  _/ / S B
Earlier period: | _/_/ A

3. Enter prior short year information.

%, Uptothree prior short years may be entered.

4. Click Save to complete the process.

Tax Year Information

Tax Year Information can be found under the Asset Global Settings tab. Tax year and short year information is used to

determine what year of the recovery period a particular asset is in.

The Tax Year Information Table on the Tax Year Information tab will be visible for any return type that supports a short

year.

If you are creating a new business return, Fixed Assets will try to set up your short year based on the begin and end dates

entered on a main form such as the 1120, 1120S, 1065, 990, or 1041.

Whether starting a new business return or rolling a prior year return, review the Tax Year Information Table to make sure it

accurately represents short, fiscal, or calendar years since these determine depreciation calculations.

& AssetEntry || Asset Global Settings || Reports |

| nput Defaults

Dates

| Bonus Elections

| state Cales

| Tax Year Information

Current Year Begin: | 01/01/2017

Modify year information as needed

Current Year End: | 12/31/2017

Tax Year Information Table

52/53 wk year

Prior Short Years. ..

Tax Year Eegin Date
2017 01/01/2017
2016 01/01/2016
2015 01/01/2015
2014 01/01/2014
2013 01/01/2013
012 01012012
2011 01/01/2011
2010 01/01/2010
2009 01/01/2002
2008 01/01/2008
T N4 nd nnT

End Date
12/31/2017
12/31/2016
12/31/2015
12/31/2014
12/31/2013
12{31/2012
12/31/2011
12/31/2010
12/31/2009
12/31/2008

17424 fnnT

Short Year

1
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Prior Year Short

To establish a short year for a new return:

1. Click the Asset Global Settings tab.
2. Click the Tax Year Information tab, and click Prior Short Years.

Prior Short Years =]
Dates
From To
Maost recent: A i
Earlier period:  _/_/__ A
Earlier period: | _/_/___ i

(7] Help

3. Enter prior short year information.

“._Uptothree prior short years may be entered.

4. Click Save to complete the process.

Reports Overview

This feature is available in Enhanced Asset Management.

Chapter 14: Fixed Asset Manager

| & AssetEntry || AssetGlobal Settings || Reports |

Custom Reports Wizard...

Reports

4 Standard Reports
4 Federal

AMT Adjustment
Asset Detail

Balance Sheet

Bulk Disposition

Future Depredation
Group Asset List
Location Detail

Multiple Asset Account

Section 179 Detail
Unassigned Assets
», Federal AMT

) Book
p &A

Custom Reports

Asset Detail Year Placed In Service

Current Year Disposed Assets

Prior Year Disposed Assets

Report List

Report Viewing Area

Enhanced Asset Management provides a variety of reports to help you manage and track your clients’ assets. Using the
Reports features, you can choose from the Standard Reports list or create Custom Reports.
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%, If youreceive the message "An additional component (Crystal Reports) is required to use this feature", click the Install
Crystal Reports link located in the report viewing area. When the installation completes, the Reports List displays all

available reports.

Edit Mode for Reports

When you view a report, ATX displays the report in Edit Mode by default. The Edit Mode allows you to edit an existing report
and edit your Print Setup.

[#_mssetenty |[ Assetclobal settngs || Reports |
Custom Reports Wizard S Ecticral GalweSeetn |
EBRIET ® EditMode O Preview Mode
Reports Ttem Number  Description Date Cost or Prior Accum.  Current Depr  Current Het Book Value
4 Standard Reports =* Indicates Sold Placed in | Basis Deprec., 179, Accumulated
+ Federal #2 Part of bulk sale Senvice Bonus Depreciation
Fede nonlisted 179 0101203 1,700.00 1,486.00 61.22 61.22 15279 -
ANT Adiusment Trem-t non listed 1791 01012013 1700.00 1,436.00 6122 o2 15279 M
Item-2 non listed 179-2 01012013 170000 1,486.00 6122 6122 15279
Asset Detal tem-3 non listed 179-3 01012013 1,700.00 1,436.00 6122 6122 15279
Asset DetailYear Placed In Service tem4 non listed 179-4 0101203 170000 1,486.00 6122 6122 15279
e listed 173 above 50% 0101203 165412 185400 000 000 a1y
Trem-t listed 178 above 50%-1 01012013 165412 1,854.00 000 000 012
Buk Disposition Item-2 listed 179 above 50%-2 01012013 185412 185400 000 000 012
Current Year Disposed Assets Rem-1 listed 179 below 50%-1 QL 1Eshi2 2300 14887 14887 1,28229
com 4582 Statement Ttem-2 listed 179 below 50%-2 01012013 185412 149.00 99,25 0925 140537
Vehicles 01012013 13499.00 705000 89044 89044 10,555.54
Future Depreciation tem-1 Vehicies-1 01012013 15,498.00 705000 89044 89044 10,553.54
Group AssetList Item-2 Vehicies-2 01012013 13,498.00 705000 80044 89044 10,558.54
Kem3 Vehicles3 QL1 1349%.00 705000 89044 9044 10,558.5¢
Lacation Detal Trem4 Vehicles4 01012013 13.490.00 705000 890,44 89044 1055354
Muitple Asset Account Item-5 Vehicies-5 01012013 13498.00 705000 89044 89044 10,5554
Pror Year Disposed Assets S E sttt 01012013 167,000.00 10,102.00 516150 516150 151,729.20
39yr asset L1013 600078.0 3015400 1538601 1538501 554,538.19)
Secton 179 Detal 01012012 16,000.00 1500000 100000 1,00000 00
Unassigned Assets Trem-t 01012012 16000.00 1500000 100000 1,00000 00
,rkare = L
, Book 3yr assets 0LOY/013 1500000 1218800 187500 187500 937.00
— Item-1 3oy assets-L 01012013 1500000 1218800 187500 157500 937,00
) Ga Rem-2 yrassets2 oLoL013 1500000 12185.00 157500 L7500 3700
e i orniomz  ismom 1218200 1a1sm tz1s0 370
Custom Reports St
Paper Orientation: ~Font Size: Current Print Width: 9.08 in
= @FEdtMode i —
Preie o S v 0550

Edit Mode Toolbar

Toolbar Button  Description

Column Options : Gives you the option to add and/or remove columns, create
new columns, select which columns should be shown, etc.

Sorting Options: Gives you the option to set up how the report is sorted.

Grouping Options: Gives you the option to set up how the report is grouped.

4] [ [ [

Filtering Options: Gives you the option to set up how the report is filtered.
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Column Opticns

Available Columns

Show these types of fields:

AL

Treatment Type:

AL

Activity

Group

Location

Serial Number
Asset Category
Asset Sub-category
New Asset

AMT Adj Type

IRC Code

Bus %

Create Custom Calculation

@ Help

Selected Columns

Name Width
Item Number 15
Description ** Indicates Solc 35
Date Placed in Service 10
Federal Cost or Basis 12

Federal Prior Accum. Depre: 15
Federal Special Allowance 14
Federal Current Depr 15
Current Accumulated Depre 15
Federal Net Book Value 15
Balance Sheet Category 50

Calculate

S Column

O I

e I

Paper Orientation:  Font Size:
o CHRY
Current Print Width: 7.53 in

Landscape

*Custom Calculation

Space Remaining: 247 in

[ Save | [ Cancel

The Show these types of fields drop-down menu allows you to select the type of fields you wish to choose from for your
report. The default is ALL, but you have the option to select Common, General Asset Info, Depreciation and Section
179, Autol/Listed, and Dispositions and Bulk Dispositions.

After selecting the type of fields, do the following:

1.

Select each column and use the arrow keys located in the middle of the dialog to move the desired columns to the

Selected Columns pane.

" Tocreate a custom field, click the Create Custom Field button. See the Create Custom Calculation section

- for more information.

To change the position in which a column appears, highlight the column in the Selected Columns pane, and click
the arrow located on the right of the dialog to move the column up or down to the desired position in the report.

To edit an existing custom calculation, click the Edit button for the custom calculation.

Select the check box in the Calculate Column Total to have the report calculate the total for that column.

The print width of the report depends on whether you have the Paper Orientation set to Landscape or Portrait.
The progress bar will indicate how much space is remaining. If needed, you can change the font size of the report.

column to show in the report you can deselect the check box.

Sorting Options

% The Show check box is selected by default when creating a custom report. If for some reason you do not want the

You have the option to set up how the report is sorted. You are able to set the column name and whether you want the column
to sort ascending or descending. The buttons on the right side of the dialog allow you to add, delete and set the sort type.

To create a custom sort for your report, click under each column heading to display the drop-down list and make your

selections. When you are finished, click Save.
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Sorting Opticns =]
Sort by:
Sort Order Column Name Sort Type

Add a new column to sort by

@ Help sve || Cancel

Button Description

- Moves the selected row up in the list.

- Moves the selected row down in the list.

+ Adds an additional row for sorting your information.

- Removes the selected row.
B Changes the Sort Type column to sort in ascending order for the selected row.
ik Changes the Sort Type column to sort in descending order for the selected row.
Grouping Options

Allows you to group items together by column name. The buttons on the right side of the dialog allow you to add and/or delete
the grouping.

To create a custom group for your report, click under Column Name to display the drop-down list and make your selection.
When you are finished, click Save.
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Grouping Options

Group by:
Group Order Column Name
Primary Date Placed in Service

ey

@ Help

Cancel

Description

Moves the selected row up in the list.

Moves the selected row down in the list.

Adds an additional row.

Removes the selected row.

Filtering Options

Allows you to filter columns by adding conditional filters. You need to select the condition, column name, operation and enter

avalue if necessary. The buttons on the right side of the dialog allow you to add and/or delete the filtering.

To create a custom filter for your report, click under each column heading to display the drop-down list and make your

selections. When you are finished, click Save.
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e |
Filtering Options a

Filter by:
Condition Column Name Operation Value -
Select o) e &
L~
@Help sve || Cancel

Button Description

| - | Moves the selected row up in the list.

| - | Moves the selected row down in the list.

B Adds an additional row.

| - | Removes the selected row.

Print Setup
Allows you change the paper orientation or font size for the report.

Preview Mode for Reports

When viewing the report in Preview Mode you will see the report as it will print.

|7 AssetEntry || Asset Global Settings || Reports |

[ AMT Adjustment X | | Federal Asset Detail X | [ Federal Balance Sheet x |

Custom Reports Wizard...

E @ 4 4 b Pl 2umptopage: uF2 =B D () EditMode @) Preview Made
Reports
4 Standard Reports -
Zandard e = EoE e
4 Federal
s [
AMT Adjustment
Asset Detail

Asset Detail Year Placed In Service

Balance Sheet

Bulk Disposition

Current Year Disposed Assets

Farm 4562 Statement

HI T

-
e
e}
e

Future Depredation

EREERRRSE. avese

Group Asset List
Location Detail

Multiple Asset Account L]

[l

Priar Year Disposed Assets

Section 179 Detail

Unassigned Assets ~ | |Current Page No.: 1 Total Page Mo.: 2 Zoom Factor: Whole Page
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Preview Mode Toolbar

Toolbar Button Description
The Refresh icon will refresh the information in a report. This is
% useful if you have gone back and added or removed an asset
while the report is open.
@) The Zoom icon increases or decreases the size of the report
displayed on screen, depending on the choice you make.
i The left facing arrow with a line will take you back to the first
page of a multi-page report.
P The left facing arrow will take you back one page in a multi-page
report.
b The right facing arrow will take you forward one page in a multi-
page report.
bl The right facing arrow with a line will take you to the last page in
a multi-page report.

The jump to page field allows you to select the page number you
Jump to page: -1 of 4 . .
- want to view from the drop-down list.

L'} The Search icon allows you to search the report.

The Print Report icon allows you to print the report to the printer

of your choice.

[ The Export Report icon allows you to save the report as a PDF.
If you have PaperlessPLUS installed on your computer, you

iy have the option to send your reports directly to PaperlessPLUS

to be stored.

Standard Reports

This feature is available in Enhanced Asset Management.

There are multiple standard reports available in the Enhanced Asset Management feature. The standard reports are grouped
by the tax treatment.

To view a report, use the following steps:

1. From the Fixed Assets tab, click the Reports tab.

2. The list of Federal reports will automatically be expanded when you open the Reports tab. If you want to view any
other type of tax treatment report, click on the treatment and the list will expand.

3. Double-click the report you wish to view.
4. By default, the report opens in the Edit Mode for Reports.
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Custom Reports

This feature is available in Enhanced Asset Management.

The Custom Reports Wizard allows you to create reports that meet a variety of needs. In addition, you can modify the
standard reports to accommodate any reporting needs that you have.

N

A Custom reports from 2016 can be rolled from the Rollover Manager. Click the Rollover Manager tab and select the
=== Custom Reports check box in the Other Data section.

To create a custom report, use the following steps:

1. Click the Reports tab within an open return.
2. Click the Custom Reports Wizard link.

1120 | #" AssetEntry || Asset Global Settings | | Reports |
=
4564 Custom Reports Wizard. . .
Fixed Assets
Reports
4 Standard Reports ¢
4 Federal
AMT Adjustment
Asset Detail

Enhanced Asset Management displays the New Report dialog:

New Report (=]
Create a new custom report from scratch or use an existing report as a template
Report Name: Template:
‘ | ‘ [Don't use a template -

J Columns | Sorting  Grouping  Filtering

Available Columns Selected Columns

Show these types of fields: Name Width  Show Calculate
[ ALL = | Column

Treatment Type: -
AL -

Description
Item Number 4
Activity

Date Placed in Service
Group

Location

Serial Number

Asset Category

Asset Sub-category

Mo Accat i Current Print Width: 0.00 in
[

- ]
Create Custom Calculation | Space Remaining: 10.00 in
@ Help Cancel |

Paper Orientation: ~ Font Size: *Custom Calculation
Landscape v| [10 = |

3. Enter the name of the report.

4. If youwish to use one of the reports provided or one of your custom reports as a template, select the report from the
drop-down list.
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5. Complete the Columns, Sorting, Grouping, and/or Filtering tabs. The options on these tabs are explained below.
6. After saving the report, it will be saved under Custom Reports for use in the future.

%, The Custom Reports functionality in ATX does not include the following fields/functions: book or ACE
- depreciation, multi-state reporting, calculation periods, GL accounts, cents, journal entries, and period detail.

Columns

The Show these types of fields drop-down menu allows you to select the type of fields you wish to choose from for your
report. The default is ALL, but you have the option to select Common, General Asset Info, Depreciation and Section
179, Autol/Listed, and Dispositions and Bulk Dispositions.

After selecting the type of fields, do the following:

1. Select each column and use the arrow keys located in the middle of the dialog to move the desired columns to the
Selected Columns pane.

s, Tocreate a custom field, click the Create Custom Field button. See the Create Custom Calculation section

- for more information.

2. Tochange the position in which a column appears, highlight the column in the Selected Columns pane, and click
the arrow located on the right of the dialog to move the column up or down to the desired position in the report.

3. Select the check box in the Calculate Column Total to have the report calculate the total for that column.

4. The print width of the report depends on whether you have the Paper Orientation set to Landscape or Portrait.
The progress bar will indicate how much space is remaining. If needed, you can change the font size of the report.

" The Show check box is selected by default when creating a custom report. If for some reason you do not want
~ the column to show in the report you, can de-select the check box.

Sorting
On the Sorting tab you have the option to set up how the custom report is sorted. You are able to set the column name and

whether you want the column to sort ascending or descending. The buttons on the right side of the dialog allow you to add,
delete and set the sort type.

Grouping

The Grouping tab allows you to group items together by column name. The buttons on the right side of the dialog allow you
to add, and/or delete the grouping.

Filtering
The Filtering tab allows you to filter columns by adding conditional filters. You need to select the condition, column name,

operation, and enter a value if necessary. The buttons on the right side of the dialog allow you to add and/or delete the
filtering.

Create Custom Calculation

A custom formula can be created between two or more numerically based fields and saved as a custom column.
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To create a custom field to be used in reports, use the following steps:

1. Click the Create Custom Calculation button located on the New Report dialog.

Create Custom Calculation =]
Description: | | Length: 10 % Calculate total
Report Layout
Depreciation and Section 179 - | Custom Calculation:
Example: [Federal Current Depr] + i
[Federal Accum Depr]
Field Name -

Federal Cost or Basis
Federal Salvage Value
Federal 5ec.179

m

R ‘Undo h C I
Federal Special Allowance
Federal Recovery Basis
Federal Prior Accum. Deprec, 179, Bonus i 7 i h 8 J i 9 J‘ / |
Federal Current Depr
Federal Accum Depr h 4 ii 5 ii 6 J‘ = |
Federal Mext Year Depr
Federal Next Year Accurn Depr
Federal Method hlihzih3ﬂ|
Federal CV
Federal Recovery Pericd h 0 Ji o I‘ + |

Federal Basis Adjustment

Cadd L din F A &

Double-click a numeric field on the left to add it to a custom calculation,
then select the operation(s) you want to perform.

@ Hel Cancel
nelp

When you select from the Field Name list, only select fields that are numerical. Non-numerical fields do not

=== calculate. Example: if you add Description as part of your custom calculation ATX does not perform the
calculation. However, if you select Federal Cost or Basis - Federal Sec. 179, ATX performs the custom
calculation.

2. Double click to Select Field names that are numerically based to put into the custom formula. The fields selected
will move into the operation window. Select an operator (i.e. /,*,-,+) in between the fields to create the formula.

Enter a description.

Modify the length of the column as needed.

Click Create.

6. Your custom column appears in the Column Options dialog as one of the columns in the report.

ok~ w

To modify an existing custom formula:

1. From an open report, select the Column Options button in Edit mode.
2. Ontheright side of the dialog, locate and click on the special custom column you created.

3. Click the Edit button .

The custom formula created earlier can be seen and edited on the Create Custom Calculation dialog as needed.
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Printing an Asset

To print a single asset within ATX:

1. From the Asset Entry tab select the asset from the list.
2. Onthe ATX toolbar, click Page.

Print Current Asset =]

Select Items to Print

Asset Information

[] Depreciation and Section 179
Auto/Listed

Dispositions

Asset History - Federal

Asset History - Federal AMT

Asset History - State

O O 0O O

Asset History - Book

@ Help Print ] [ Cancel

3. Select the check box next to the items you want to print.
4. Click Print.

%, The printer that appears by default is the printer that you've selected as the default on your computer system.
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Print Setup [E]

Printer

Mame: v| [Properties... |

Status:  Ready
Type:  CCH 5F5 PDF Print Driver
Where: CchPdfPrinter

Cormment
Paper Orientation
Size: [Letter - | ! @ Portrait
Source: [J'f'u.utlzrrﬂatilzallg,r Select - | I Landscape
- Network [ ok || cancel

5. Click OKto print the asset. See Setting Global Print Options.

Entering Assets Directly on Form 4562

You can enter asset and depreciation information directly on Form 4562 and file it electronically.

%, If you use another depreciation program, we recommend that you generate a report from the program that groups
- acquisitions by type, class life, and depreciation method.

To enter depreciation data directly on Form 4562:

1. AT the top of Form 4562, click the Discard Fixed Assets for Direct Input button.

Discard Fixed Assets =)

Discarding the Fixed Assets will enable the direct input version of
Form 4562,

Areyou sure you want to delete all assets?

Discard | [ Cancel

2. Click Discard.

% Whenyou use the direct input method for Form 4562, the program discards the Fixed Assets form and
- maintains no historical information for assets.
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" E Nao Activity Forms Open | [E‘ Type: Federal [ Discard Fixed Assets for Direct Input
Enter asset information on Fixed Assets. Do not override.
Depreciation and Amortization OMB Mo, 1545-0172
Form 45 62
(Including Information on Listed Property)
Department of tha Traasury
niemal Revenue Sanics og) P See separate instructions. P Attach to your tax return. Sequence No. 179
Name(s) shown on retum Business or activity to which this form relates Identifying number
Im Election To Expense Certain Property Under Section 179 An activity form {Sch A, C, F, efc.) must be present
Note: If you have any listed property, compiete Part V before you complete Part | Tor this form to function comectly.
1 Maximum amount (see instructiens) . . . . . . . . . . .. oL Lo 1
2 Total cost of section 179 properly placed in service (see instructions). . . . . . . . . . . . . . . . . .. . 2
3 Threshold cost of section 179 property before reduction in limitation {see instructions) . . . . . . . . . . . . . . 3
4 Reduction in limitation. Subtract line 3 from line 2. [fzero or less, enter -0~ . . . . . . . . . . . . . 4 0
5 Dollar limitation for tax year. Subtract line 4 from line 1. If zero or less, enter -0-. If married filing
separately, see instructions . . . . . . . . . . L L L. Lo oL 5 0
6 {a) Description of property [b) Cost (business use only) ¢} Elected cost
7 Listed property. Enter the amount fromline28 . . . . . . . . . . . . . . . . .. .. [7
8 Total elected cost of section 179 properly. Add amounts in column (c), ines6and? . . . . . . . . . . . . . . 8 0
9 Tentative deduction. Enter the smaller of linge5orline8 . . . . . . . . . . . . ... 9 0
10 Carryover of disallowed deduction from line 13 of your 2011 Form4862. . . . . . . . . . . . . . R 10
11 Business income limitation. Enter the smaller of business income (not less than zero) or line 5 (see instructions) . . . 11
12 Section 179 expense deduction. Add lines 9 and 10, but do not enter more than line 1. . . . . . . . . . . . . 12 0
13 Carryover of disallowed deduction to 2013. Add lines 9 and 10, lessline 12 . . . . . . . . . »[13] 0
Note: Do not use Part Il or Part Il below for listed property. Instead, use Part V.
Special Depreciation Allowance and Other Depreciation (Do not include listed preperty.) (See instructions.}
14 Special depreciation allowance for gualified property (other than listed property) placed in service
during the tax year (see instructions) 14
15 Property subject to section 168(N(1)election . . . . . . . . . . . . . L . L 15
16 Other depreciation (including ACRS) . . . . . . . . . . .. L L 16
|m MACRS Depreciation (Do notinclude listed property ) (See instructions )
Section A
17 MACRS deductions for assets placed in service in tax years beginning before == . . . . . . . . . . . . . . 17 |
18 If you are electing to group any assets placed in service during the tax year into one or more
general asset accounts, checkhere . . . . . . . . . . . L. > D
Section B - Assets Placed in Service During #%J Tax Year Using the General Depreciation System
{b) Month and ¢} Basis for depreciztion
[a) Classification of property year placed (business/investment use @ E:,cﬁfw (¢} Convention (f) Method {) Depraciation deduction
in senvics onfy—ses instructions)
19 a  3-year property
B laar prom ot

3. Follow the instructions at the top of Form 4562.

Form 4562 Pages and Worksheets

Although the program completes most of Form 4562 automatically, be sure to review the following form pages and enter any
additional data in the blue input fields on each page:

o Form 4562, Page 1
o Form 4562, Page 2
o 179 Bus Inc Limit

e 179 Summary

%, Ifyourclient has section 179 carryover from a prior year, or adjustments to business income that are not reflected on
- the activity schedules in the return, you may need to make entries on the Form 4562 worksheets.
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The following table lists and describes the tabs included in Form 4562. The reports can be printed with the return by selecting
the appropriate options on the Print Options tab of Form 4562.

Tab

Form 4562, Pages 1 and 2

179 Summary

Print Options

Part 1 Summary

179 Worksheet

179 Statement

Use of Vehicles

4562 Statement

Section 280F Recapture

Tax Classification Report

Detail Report

Customizable Report

Description

If the Asset Entry form is used, Pages 1 and 2 of Form 4562 derive information from
the Input and Vehicle Info worksheets.

If more than one of the return's business activities elects Section 179, this sheet will
be populated with the summary totals on lines 1-13.

Allows you to modify the selections to override the program defaults for printing.

Calculates the business income for section 179 limitation. In most cases there is
little to no modification needed.

Shows the allocation of Section 179 between business activities and any carryover
amount. Can be modified if you want to change the allocation percentages.

Reports the Section 179 deduction elected per activity.
Reports vehicle data from Part V, Section B on Form 4562.

Reports detail of assets reported on Form 4562, in reconciliation format. Not printed
by default.

Reports amounts recaptured as income from the Asset Entry Input sheet if an
accelerated method/convention was used, if Section 179 or Bonus was taken in the
prior year, and if the business use percent drops below 51% in the current year. The
amount recaptured is sent to the appropriate line of Form 4797 as well as to the
business activity form to which the asset is assigned.

Similar to the 4562 Statement, but compiled by asset classification and without a
reconciliation.

Customizable report providing the ability to sort assets and to show and hide
columns.

Provides information for states that do not use Federal Form 4562 and require a
separate depreciation schedule.

Viewing Calculated Depreciation on Form 4562

At any time during data entry, you can view the assets and their corresponding depreciation on Form 4562.

To view calculated depreciation on Form 4562 (after entering assets on the Asset Entry form):

1. Click the 4562 tab.

2. Use the toolbar at the top left of the 4562 to view more than one activity.

" Aseparate 4562 is created for each activity.

3. Select from the Treatment Type list to view AMT and State depreciation results.
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Print

The Print feature in ATX lets you be in control of printing your clients’ returns.

Set global print options. Select a default printer, paper size, print orientation (Portrait or Landscape).

Set print specs for a particular copy type (Filing, Client, Preparer, Custom) on the Print Return Dialog
Box. These selections are made per return.

Print Packets. To set print specs per copy type to be applied to every return printed, use the Print Packets
feature. If desired, these specs can still be changed per return in the Print Return Dialog Box.

Preview what you're printing. Preview the pages you selected in the open return.

Print the entire return, or just a selection. Print all forms, schedules, and worksheets associated with a
return, or only the ones you select.

Print to paper or to electronic file. Print to a traditional printer or to PDF or XPS outputs (if these printers are
set up on your computer).

Print Reports. Print a list of errors, overrides and estimates associated with the open retumn.

Print Preferences

Print Preferences offer several settings that enable you to fine tune your control over what is printed and how it is

printed.

Default Print Orders

All Federal forms appear in the print list in the order defined by the IRS. The pages that you need for filing are
automatically selected. To print other pages, select them from the Print Return Dialog Box. If desired, the print order
may be changed via the Editing Print Packets feature.
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Print Packets

A Print Packet is a group of forms to be printed by copy type. ATX™ 2017 provides four print packets: Filing Copy, Preparer
Copy, Client Copy, and Custom Copy. Each packet can be customized and customizations can be saved. The Custom
Copy packet allows users to fully customize one packet.

To access the Print Packets dialog box, do one of the following:

« Fromthe Return Manager, click the Returns menu; then, select Print Packets.

« From an open return, open the Print Return Dialog Box by clicking the Returns menu and selecting Print Return.
From the Print Return Dialog Box, click the Print Packets link (bottom right of dialog box).

Print Packets =]
Packets Options  Support

Edit defaults for each of your copies Import custom settings from another user
Package: |Individual vl Choose a usen 'l
Print Packet: |Filing Copy v |
Filing Copy This Print Packet:
Default Printer: Show these forms: | ALL w2 ‘ Search by form name | Collapse all|Expand all
l[%] When to Print
-
¥ Client Documents default
[7] Upload to Client Portal ¥ Federal Forms default
Number of Copies: [1 . | ¥ Federal Statements default
> Federal Worksheets default
Watermark > State Forms default
 State Statements default
b State Worksheets default
¥ Federal Attachments for State default
@ Helgig; Reset Currenti}é Reset All Cancel |

To edit Print Packets:

%, Print Packets settings for each copy type will be used as the default settings for each copy type when printing a return.
~ If you are printing an open return, these settings may be changed in the Print Return Dialog Box without affecting Print
Packets settings. See Printing Returns.

Select the desired package in the Package drop-down list (default is Individual).
Select which print packet you wish to edit in the Print Packet drop-down list (default is Filing Copy).
Select which printer to use as default (for each copy type) under Default Printer.

Select the Upload to Client Portal check box for a particular copy type if you want that copy type to always be
uploaded to Client Portal.

Hpowbd =

“%. By default, your computer's default printer will be selected. This can be changed for any or all copy types
- desired.

5. Select the number of copies you wish to print (for the specified copy type) in the Number of Copies drop-down list
(defaultis 1).
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6. Select Watermark and enter the desired text to print a custom watermark on all forms (default watermark is
CLIENT COPY).

" The Watermark feature is disabled for Filing Copy.

%, Watermarks will not be printed on client documents such as billing invoice and client letter.

7. Under This Print Packet, select which forms to show (default is ALL).

% Tosearch for a particular form by name, enter the form name in the Search by form name box. Results will be
- narrowed by the text entered and each header label that contains forms that correspond with the criteria
entered will be expanded to show the forms matching the entered criteria.

8. Toexpand all header labels, click the Expand All link. Conversely, to collapse all header labels, click the Collapse
All link.

f’*—_ To expand individual header labels, click the to the immediate left of the desired label.

9. When the header label(s) are expanded, the setting for each listed form is shown under When to Print. To change
the setting, select the desired form and then select the desired setting in the drop-down list. Available selections
are Default, Always, and Never.

" These settings are specific to each copy type.

10. Do one of the following:
« Click Save and Close to save settings and close the Print Packets dialog box.
« Click Save to save settings and leave the Print Packets dialog box open.
« Click Cancel to abort.

"s, The Save and Close and Save buttons will remain unavailable until changes are made.

To change the print order for the selected copy type:

% By default, forms will print in the order shown in the Print Packets dialog box. Only forms used in the return will be
- printed.

1. Expand the desired header label and select the form you wish to reorder.
"% Headerlabels may also be reordered by selecting the desired header label rather than expanding it.
2. Do one of the following:

« Click the appropriate arrow button to move the form up or down in the print order.

« Right-click the selected form (or header label) and select Move up, Move down, Move to top, or Move to
bottom.

« Use the appropriate shortcut key combination to move the form to the desired location.

" Seethe table below for clarification on buttons, functions, and shortcut keys.

3. Repeat as necessary for each form (or header label) and each copy type.
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Button Function/Right-click Selection Shortcut Keys
[EI Move to top Ctri+Shift+Up
[ZI Move up Ctrl+Up
[zl Move down Ctrl+Down
[EI Move to bottom Ctrl+Shift+Down

To reset print packets to program defaults, do one of the following:

» Click Reset Current to reset the current selected Print Packet to default settings.
« Click Reset All to reset all Print Packets to default settings.

To import custom print packet settings from another user:
1. Select a user from the Choose a user drop-down list.

%, TheChoose a User drop-down list only contains users who have customized print packet settings.

2. Click Import.

1“1 When you click Import, ATX overwrites the current settings.

| —

3. Click Save and Close.

"% ATXdoes not save the imported packet until you click Save or Save and Close. If you do not wish to save the
- imported print packet, click Cancel.

Setting Global Print Options

Basic print options can be set up on the Print Setup dialog box. Basic options include:

« Changing the printer
« Changing paper size, source, and orientation for all printed output

Printer Selection

%, The default printer will be the printer selected as your default for your workstation.

To change the default printer:

1. From either an open return or from the Return Manager, click the Returns menu; then, select Change Printer.
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Print Setup [E]

Printer

Marne: v| [ Properties... |

Status:  Ready
Type:  CCH 5F5 PDF Print Driver
Where:  CchPdfPrinter

Comment
Paper Orientation
Size: [Letter - | ! @ Portrait
Source: [Automatically Select vl Landscape
i Metwork [ Ok ] [ Cancel |

%, The printer that appears by default is the printer that you've selected as the default on your computer.

2. Under the Printer section, in the Name field, click the drop-down arrow and select another printer.
3. Click OKto save your printer settings.

Paper Size (Letter, Legal, etc.)

% The default paper size is Letter. To change the paper size, make sure that the corresponding paper is loaded in the
- selected printer.

To change the paper size:

1. Inthe Print Setup dialog box, click the drop-down.
2. Select a new paper size.
3. Click OK.

Paper Source (Tray 1, Tray 2, etc.)

You may need to specify a particular source tray for your printed output.

"% The default paper source is Automatically Select.

To change the paper source:

1. On the Print Setup dialog box, in the Source field, click the drop-down arrow.
2. Select the new source.
3. Click OK.
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Print Orientation (Portrait or Landscape)

%, The default print orientation is Portrait.

To change the orientation of all printed output:

1. Inthe Print Setup dialog box, click the Portrait or Landscape radio button, as desired.
2. Click OKto save this global print change.

Printing Returns

The Print feature discussed in this topic only pertains to an open return.

%, If youwant to print multiple retums simultaneously, see Batch Printing Returns.

Print functionality in ATX gives you the following options:

« Print Filing, Client, Preparer, and/or Custom copies

« Print the current return to a traditional printer

« Print the current return as a PDF

« Print only specific forms or documents within the return

« Upload the return to Client Portal

o Print the return to PaperlessPLUS (if you have PaperlessPLUS installed on the same computer as ATX)
« Use both sides of your paper for printing (Duplex)

« Use standard or custom Watermarks

« Any combination of the above

Duplex Printing and Watermarks are not available for the Filing copy.

To print a copy of the open return:

%, Ifarequired form is missing from the retum, the application automatically adds it when you print the return.

1. From an open return, do one of the following:
« Click the Print button on the toolbar.
« Click the Returns menu; then, select Print Return.
o Press Ctrl+P.
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Print Return for Smith, John =

What do you want to print?

J @ Filing | Cient  Preparer  Custom

Print 1o Printer [F7] Check an Collzpse 2ll | Expand zll
225 Toshiba-33117 [C1# crent Documents
@ Toner is low M [E]  Eror Report
D Print to PDF D Override & Estimate Report

[F]  Motes Report
D Upiload to Client Portal 4 edersi Forms

[£] print to PaperiessPLUS [Z] & 1040 EF Info (Appraval Pending)

I 1040 {Approval Pending)

Copies E‘ b 2441 (Approval Pending)

[Z] B sch E1€ (1040/10404) {Appraval Pending)
Piint Preview | I Sch 8817 1040/10404 {Approval Pending)
I 8365 (Approval Pending)
I* BBET (Approval Pending)

[T 4 Federal Statements

[ & 1040 approval Pending)
[] & 2441 {Approval Pending)
[T Federsl Worksheets
[Z] & 1040 EF Info (Approval Pending)
7] » 1040 {Approval Pending)
[ b 2441 approval Pending)
I:‘ I Sch EIC (1040/10404) (Approval Pending)
[C] B sch 8312 1040/10408 {Appraval Pending) -

[] Remember selections

@ velp {85 print Preferences [ Print Packets ) Restore pint | [ concal

"% Ifyou have edited and saved Print Packets for the selected copy type, the default print selections and print

~ orderinthe Print Return Dialog Box will reflect your Print Packets settings. Print selections/order may be
changed within the Print Return Dialog Box (for the current open return) without affecting your Print Packets
settings.

5\

A Steps 2 through 10 must be completed for each copy type desired.
2. If youwould like to print a hard copy of the open return, select the Print to Printer check box.

3. Toselect a printer other than the default printer, select the desired printer in the drop-down list under the Print to
Printer check box.

5\

\ In order for a printer to be listed, it must be installed on the computer from which you are working.

| —

4. If you would like to print the open return to PDF, select the Print to PDF check box.
5. If you would like to upload the open return to Client Portal, select the Upload to Client Portal check box.

6. Select Duplex to print on both sides of your printer paper (if the form permits and your printer is capable of Duplex
Printing).

5\

A The Duplex option is not available for the Filing copy.

7. If youwould like to print the open return to PaperlessPLUS, select the Print to PaperlessPLUS check box.

% If youdo not have PaperlessPLUS installed on the same computer as ATX, you will not see this option.
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8. If you would like to print more than one copy of the open return, select the desired number of copies in the Copies:
drop-down list.

9. Todesignate a custom watermark, select the Watermark check box; then, enter the desired watermark text in the
field provided.

The Watermark option is not available for the Filing copy.

% If you have set up watermarks for any copy type(s) in the Print Packets dialog box, the Print Return Dialog
Box will reflect those settings and/or text. You can change the selection and/or text in the Print Return Dialog
Box without affecting your Print Packets settings.

10. Select which form(s) you would like to print by selecting the corresponding check box(es) in the tree.

% Exactly which forms print by default for each copy type may be edited globally via the Print Packets dialog
- box.

%, Select the Check All check box to select all forms. Otherwise, expand and select Documents, Forms,
- Statements, and Worksheets as desired.

% Click Expand All to expand all nodes or click Collapse All to collapse all nodes.

11. Repeat steps 2 through 10 for any other copy type(s) desired by clicking the corresponding tab(s) and making the
desired selection(s).

12. Tosave your print choices, select the Remember selections check box.
The Remember selections setting is only applied to the current open return. Use the Print Packets feature to
== make global selections. Global selections will be applied to every return you print.
13. Click Print Preview to see what will be printed before actually printing the retumn.
Print Preview will show the selected tab only. For example, if the Preparer tab is selected, the Preparer
=== copy will be shown when you click Print Preview.
14. Click Print.

By default, none of the print options are selected. The Print button will remain disabled until at least one print
=== option has been selected.

The Print Progress dialog box appears, followed by the Print Results dialog box.

15. If there are any issues reported in the Print Results dialog box, make any necessary corrections, then try again.
16. Click Close.

Printing the Return as a PDF File

If you select Print to PDF in the Print Return Dialog Box, the return will be saved as a PDF file which can be easily stored
electronically. If Printto PDF is your only selection, there will be no paper output.

To print the return to PDF:
1. Complete steps 1 and 2 above.

2. Select the Print to PDF check box (either instead of or in addition to any other selections).
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3. Select the desired form(s) in the tree.
4. Click Print.

A Save As window opens to your C:/Documents folder. The name of the return appears in the File name field.
The Save as type field is set to PDF files (*.pdf).

5. Navigate to the location where you want to store the PDF copy of the retumn.
6. Click Save.

% If you print all copy types in a single print job to PDF, they will all be printed to one file. To distinguish between
~ copy types within a single PDF file, we suggest that you use Print Separators. See Print Preferences. As
an alternative, you could apply a distinctive watermark to each copy type. See Print Packets.

Printing the Current Page Only
To print only the current page of the open return:
Click the Page button on the Open Return toolbar.

2 The page will be printed to the default printer designated for the computer from which you are printing.

Print Return Dialog Box

Print Return for Smith, John B
What do you want to print?

J @ Filing | Ciient  Preparer  Custom

Print to Printer: [T check an Expand zll
[T b ciient Documents
-
1% Federsl Forms
[T Federal Statements
[ print to PDF
7] b Federsl Worksheets

[ upload to Client Portal

[ Print to PaperessPLUS

Copies (L«

[7] Remember selections

@ reip {8 Pint Preferences [ Print Packets ) Restore Cancel

Print Return dialog box

. Print Return dialog box item Description
section

Click the tab that corresponds to the desired copy
Copy Types (tabs) Filing, Client, Preparer, Custom type to see printing options for that type. See
Print Packets.
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Print Return dialog box
section

Forms Tree

Print Settings

Remember selections

474

Print Return dialog box item Description

Displays an expandable list of items that may be
printed. Select the forms to be included.

Client Documents/Federal/State Selections must be made for each copy type

selected.

Check all pheck this box if you want to print all items listed
in the tree.
Click this to reduce the expanded tree view to

Collapse All only its top level nodes (not showing individual
items).

Expand Al C|ICk this Fo expand all nodes of the tree (show all
individual items).

Print to Printer Print to selected printer.

Print to PDF Prints the open return to a PDF file to be stored on

your computer.

Uploads return to Client Portal. See CCH iFirm

Upload to Client Portal Client Portal.

Prints the return to PaperlessPLUS.

Print to PaperlessPLUS ; If you do not have PaperlessPLUS installed,
this item will not be available.

Use both sides of printer paper for printing.

A This feature is only available for Client,
Duplex Preparer, and Custom copies. Scannable
state forms will not print in duplex. If your
printer is incapable of Duplex Printing, only
one side of printer paper will be used.

Copies Select the number of copies you want to print.

Select the Watermark check box, then enter the
desired watermark text in the field provided.

Watermark
;. Watermark functionality is only available for

Client, Preparer, and Custom copy types.

Allows you to preview what the return will look like

Print Preview when printed.

Remembers print order and print settings for the
open return only.



Print Return dialog box
section

Help

Print Preferences

Print Packets

Restore

Print

Cancel

Print Return dialog box item
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Description

Opens Help specific to the Print Return dialog
box.

Opens the Print Preferences of the
Preferences dialog box.

Opens the Print Packets dialog box.

Restores all Print Return dialog box settings to
default.

%, |Ifthere are any Print Packets settings, they
- will be considered default.

Prints the open return based on your settings.

Closes the Print Return dialog box and cancels
the print job.

: All Print Settings must be made for each copy type to be included in the print job.

Batch Printing Returns

As an alternative to printing individual returns, multiple returns may be marked and batch printed.

: When you use the Batch Print Marked Returns function, all copies will be sent to your default printer. To change your
default printer, click the Printer Setup link in the Returns Marked for Printing dialog box. If you use a PDF Printer as
default, your copies will be sent to the location selected in the Browse For Folder dialog box upon clicking Print.

To batch print returns:

1. Inthe Return Manager, select the check boxes for the returns you want to print.

2. Do one of the following:

« Click the Returns menu; then, select Batch Print Marked Returns.

o Press Ctrl+P.

Batch Print Marked Returns

® The following marked returns will be printed:
Name
Carson, Jeremy R and Karen F
Fairyland Woodcarving
Glass, George W

Details

L}

@ belp

| Batch Print Marked Returns | [ Cancel ]
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% If you're working on a network and a return in the batch is open on another workstation, that return will appear in
- the list but will not be printed. The Details column will indicate that it is Open and the workstation ID will be

displayed.

3. Clearthe check box for any returns you would not like to include in the batch.
4. Click Batch Print Marked Returns to continue.

Returns Marked for Printing: 3 ]

You can change print settings in Preferences.

Adjust print settings

-Printing Order

@ Company name/Last name City
Client nurmber State
Current return manager order Zip

-Copies to print
Filing Copy [C] Client Copy [T] Preparer Copy [[] Custom Copy

(7] Help = Printer Setup [ Print ] [ Cancel |

%, Tocheck yourselected Print Preferences, click the Adjust print settings link.
%, Tochange your default printer, click Printer Setup.
5. Under Printing Order, select the order by which you want to print the returns.

6. Under the Copies to print section, select one or more copy types to print for all the returns.

%, See Setting Global Print Options.

7. Click Print.

Printing Checks

Checks are printed via a web-based Online Check Printing center that is part of the CCH SFS Web site. When you go to print
checks from the product, you are sent to the login page for the Online Check Printing Center.

Any check with the status of Authorized can be printed. A check is authorized if it has an Authorization number on the Bank
Products tab in the Bank Manager.

%, You must be authorized to use Online Check Printing. If you are not authorized to use Online Check Printing, please
- contact your sales representative.

%, Internet Exploreris the only supported browser for Online Check Printing. ATX automatically launches Internet Explorer
regardless of your default browser.
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To print checks:

% Youmust be connected to the Internet to print checks.

1. Do one of the following:
« Gotohttps://ocp.cchsfs.com.
« From the Bank Manager, click the Print Checks button.

» From the Bank Manager, click the Disbursements menu; then, select Print Checks.

o Press Ctrl+H.

The Client Login screen appears.
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2. If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

3. Enteryour User Name in the User Name box and press the Tab key.

4. Enteryour Password in the Password box.

5. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

6. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

7. Click Log In.

Online Check Printing

Print Checks > Select Check(s) To Print

’5 Print Checks

II”_i\I

™| Reprint Check
There are no checks to print at this time.

# Check Log

% Configure Printer

0 Help.

&.ccH

2 Wolters Kluwer business

8. For step-by-step instructions on check printing, click the Help tab on the left of the page. (This opens Online

Check Printing help.)
9. Review the Overview and Print Checks topics.

Configuring Printer for Check Printing

The Check Printer Setup feature enables you to select and set up a specific printer to be used when printing checks. The
program stores and applies these settings separately from those used when printing returns and reports, and it will remember

the paper location, paper size, and orientation settings.

L

regardless of your default browser.

To set up your check printer and align checks:

1. Visit https://ocp.cchsfs.com.

%, Interet Explorer is the only supported browser for Online Check Printing. ATX automatically launches Intemet Explorer
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The Client Login screen appears.

2. If you are not logged in, enter our Client ID in the Client ID box and press the Tab key

3. Enteryour User Name in the User Name box and press the Tab key.

4. Enter your Password in the Password box.

5. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

6. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

7. Click Log In.

Online Check Printing @.ccH

@ Wolters Kluwer business

Setup Printer > Configure Printer

Print Checks Please enter the following alignment values.
A A test check will be printed based on these settings when you click Next.
(

)
™| Reprint Check

o4
* Check Log Printer Name: -

% Configure Printer Printer Orientation: Face up, signature last -

0 Help

Horizontal Offset: 0

Vertical Offset: o

Next =

8. For step-by-step instructions on check printing, click the Help tab on the left of the page. (This opens Online
Check Printing help.)

9. Review the Overview and Configure Printer topics.

Reprinting Checks

Typically, preparers reprint checks only if a check becomes damaged or did not print correctly in the first place. In general,
you only reprint in a situation where you have possession of the original check.

In this scenario, you can reprint the check, write "Void" on the original check, and return the voided check to the bank.

L~

% Reprinting a check is different from reissuing a check. A typical "reissue" scenario is where the taxpayer's check was
- lost or stolen. In this situation, the preparer does not have possession of the check. Contact the bank for specific
instructions on reissuing a check.

% Internet Explorer is the only supported browser for Online Check Printing. ATX automatically launches Internet Explorer
- regardless of your default browser.

To reprint a check:

%, Besuretowrite VOID on the original check and forward it to the bank. Internet Explorer is required for Online Check
Printing.

1. Do one of the following:
« Fromthe Bank Manager, click the Print Checks button.
« Fromthe Bank Manager, click the Disbursements menu; then, select Print Checks.
« Press Ctrl+H.
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s, Youcanalso visit hitps://ocp.cchsfs.com.

The Client Login screen appears.

2. Ifyou are not logged in, enter our Client ID in the Client ID box and press the Tab key

3. Enteryour User Name in the User Name box and press the Tab key.

4. Enteryour Password in the Password box.

5. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

6. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

7. Click Log In.

The Online Check Printing page appears.

8. Select Reprint Check from the menu on the left side of the screen.

Online Check Printing @.ccH

2 Wolters Kluwer business

Print Checks > Search For Check

’5 Print Checks Please enter the taxpayer's identification number (TIN) associated with the check(s) you wish to reprint.
A ¥ou must have possession of the original check to reprint a check. If not, follow the bank's procedure to
L) Reprint Check reissue the check instead of reprinting.

=3 WARNING!! You are attempting to reprint a check that has been previously printed.
Pursuant to your bank agreement, the ERC will reimburse the Bank for any losses attributed to the

unauthorized issuance of the Bank proceeds check by the ERO or its authorized employees.

Check Log

% Configure Printer

0 Help

Taxpayer Identification Number:

Next =

9. For step-by-step instructions on check printing, click the Help tab on the left of the page. (This opens Online
Check Printing help.)

10. Review the Reprint Check/Search for Check topic.
Aligning Checks

To align checks properly in the printer:

1. Visit: https://ocp.cchsfs.com.

The Client Login screen appears.

2. Ifyou are not logged in, enter our Client ID in the Client ID box and press the Tab key

3. Enteryour User Name in the User Name box and press the Tab key.

4. Enteryour Password in the Password box.

5. Select the Remember me check box if you want the Solution Center to remember your information the next time
you login.

6. Select the I'm not a robot check box and select the images based on the instructions shown on-screen, then click
the Verify button.

7. Click Log In.
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"

- - - &
Online Check Printing @.ccH
2 Wolters Kluwer business
Setup Printer > Configure Printer
& Print Checks Please enter the following alignment values.
= A test check will be printed based on these settings when you click Next.
= Reprint Check
% Check Log Printer Name: -
% Configure Printer Printer Orientation: Face up, signature last -
= Horizontal Offset: o
Vertical Offset: 0
Next =

8. For step-by-step instructions on aligning checks properly in the printer, click the Help tab on the left of the page.
(This opens Online Check Printing help.)

9. From the Help Table of contents, select the Configure Printer topic, and refer to Adjusting the Starting Print
Position.

Printing Reports

ATX provides the following reports on your open return:

« Error Report - lists errors, warnings, information, and e-filing issues for the open return
« Override & Estimate Report - lists all overridden and estimated fields in the return
» Notes Report - lists fields in the return to which notes are attached

To print any of these reports:

1. From the open return, click the Print button on the toolbar.

Print Return for Smith. John =]

What do you want to print?

J @ Filing | Cient  Preparer  Custom

Print to Printer [ check 21 Collzpse &l | Expand =il
225 Toshiba-33117 # Cient Documents
[%] Toner is low M Error Report
Override & Estimate Report
[T print to POF

Notes Report

[E1] uplead to Client Portal ] » Fedesal Farms

[E] print to PaperiessPLUS 7] b Federal Statements
] b Federsl Workshests
Copies [L_ =]
Piint Preview |

[] Remember selections

@ Help @ Print Preferences | Print Packets QIE_)J Restore Print ] [ Cancel
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2. Inthetree, select the check box(es) for the reports you'd like to generate for the open return.
3. Click Print.

Print Preview

The Print Preview function will preview the portions of the return you've selected in the Print Return Dialog Box.
To see a preview of the pages you've selected to print:
1. From the open return, click the Print button on the toolbar.

The Print Return Dialog Box appears.

2. Once you're satisfied with your selections, click the Print Preview link.

Print Preview =]

%] @5@1 of 9

3 Dapariment ot 12 Trazsury—intemal Ravanue Sanice (28)
I 1 040 U.8. Individual Income Tax Return OME No. 1545-D074 | IRS Use Only—Do not il of siapie In s space.
For the year Jan. 1-Dec. 31, 2015, or ather tax year beginning . ending | Ses separste instructions
Your first name. M.L] Lastname Suffix | Your secial security number
Mary A |Gale . .
172 jaint retum, spouse’s frst name W[ Lastname Suffix Spouse’s social security number
Home sddress (number and strest). I you have a PO, box, se¢ instrucions. Agtno. A Ve sure he SSN(E sooue
216 Ccean Drive and on line e are comeat
Chty, town or post ofice, siate, and ZIF code. If you have a foreign S0aress, 150 COMPIEtE SPa0=S balow (ee INStructons). Presidential Election Campaign
Buena Park CA 90621 Your spouse fiing
Foreign country name Foreign province/state/county Foreign postal code 1o this fung. Checking
mange your tax or
] vou D Spouse
Filing Status 1 [_] Single 4 Head of household (with qualifying person). (See instructions ) I
R . . the quaifying persan is 3 child but mot your depandent, enter this
2 [:l Married filing jointly (even if only one had income) child's name hare.
3 [:l Married filing separately. Enter spouse's SSN above
and full name here. »
Check only one L3 : First name: Lastname SSN
box. First name Lzst name 5[] Qualifying widowier) with dependent child
Exemptions 82 Yourself. If someone can claim you as a dependent, do not check bax 8a . } Dee chechad 5
b [] spouse g No. of cnllgren
c Dependents: Y SE—— on B¢ who:
pe (2) Dependents 2) Dependens || L“w:w e ey " Meduthyou 1
cocial securiy number | relationship to you | TS Y e ginotive witn
(1) First name Last name (22 Irssuctons) you due 1o dvoree
If more than four _Allison Gale 402-99-5343 Daughter X or separation 0
dependents. (] {22 Instructians)
dependents, se= Depenents on 6e
and [m] not entered sbave i}
cneck e v ] 0 O o
d Total number of exemptions claimed . . . - N e lines above. »
Income 7 Wages, salaries, fips, etc. Aftach Formis) W-2 . Lo P . N - T
8a Taxable interest. Attach Schedule Bifrequired . . . . . P . - P Ba
Attach Form(s) b Tax-exemptinterest Do not include on line 3a N R 8b |
W-2here. Alse 93 Orginary dividends. Aftach Schedule Bifrequired . . . . . . . . . .. . . . % -

Close

"% Inthe Print Preview, pages will appear in the order in which they are listed in the tree. To change the order of
forms for the open return only, see the Reordering Print Sheets in a Return topic. To change the order of
forms for all returns, see Print Packets.

3. Use the arrow buttons at the top of the screen to scroll through the selection.

4. Click the Printer button to print the preview.
5. Click Close to close the Preview dialog box and return to the Print Return Dialog Box.

Reordering Print Sheets in a Return

All Federal forms appear in the tree in the order defined by the IRS. The pages that you need for filing are automatically
selected. To print other pages, select them from the Print Return Dialog Box.
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You can change the order in which selected forms are printed. You can reorder the top level items (Client Documents,
Federal Forms, Federal Statements, etc.) or you can reorder the items within each top-level item.

%, Print sheets reordered in the Print Return Dialog Box will only apply to the current open return. To reorder print sheets
~ forevery retumn you print, use Print Packets.

To reorder items in the printed output:
From an open return, click the Print toolbar button; then, do one of the following:

« Right-click the desired item, then click a selection from the context menu (move up, move down, move to top, move
to bottom).
« Select the item and use the keyboard shortcuts below to move the item.

Keyboard Shortcuts

Shortcut Description

Ctri+Up Moves the item up in the list.
Ctrl+Down Moves the item down in the list.
Ctrl+Shift+Up Moves the item to the top of list.
Ctrl+Shift+Down Moves the item to the bottom of the list.

Printed Mailing Slip Orientation

The Mailing Slip Orientation section of Print Preferences enables you to designate the mailing slip print orientation as
Portrait or Landscape.

To set the orientation of your mailing slips:

1. Do one of the following:
» Fromthe Return Manager or E-file Manager, click the Preferences button on the toolbar.
« Fromthe Return Manager or E-file Manager, click the Options menu; then, select Preferences.
« From an open return, click the Tools menu; then, select Preferences.

The Preferences dialog box appears.

2. Select the Print tab.
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Preferences =]
All Managers Frint Letters
Return Manager Filing Client Preparer
Rollover Manager Client Letter 0 0
P M
rep.arer anager Return and Est. Voucher Cover Sheets ] ]
E-file Manager
Open Return Voucher Letter ] ]
Select Forms Mailing Slip Orientation
Client Communication — - - -
- Mailing Slip orientation:
Print i
Form Display @ Portrai
Updates Return address alignment:
Calculator @ Left
Backup ) Center
) Landscape
Check Return Reports
[T] Skip Reports if no errors [T Report E-file H
Report Errors Report Estimates
Report Warnings Report Overrides
Report Informational Report Motes
Print Packets
View/Edit Print Packets| =
® Helgﬁ; Reset Defaults Import Preferences Cancel |

3. Use the scroll bar on the right and scroll down to the Mailing Slip Orientation section.

4. Do one or both of the following as desired:
« Portrait is the default orientation. Select Landscape to change your mailing slip orientation.
« Leftis the default alignment. Select Center to change the alignment.

5. Do one of the following:
« Click OK to save your changes and close the Preferences dialog box.
« Click Apply to save your changes and leave the Preferences dialog box open.
« Click Cancel to exit without saving your changes.

Printing Marked Client List

A Client List may be printed whenever you need it with just a few clicks. The Client List lists your clients' pertinent
information including Name or Company Name, Return Type, Address, Telephone Number, e-Mail, and more.

To print the Marked Client List:

1. Mark the returns for the clients' whose information you wish to appear in the Client List.

%, Click Mark All on the toolbar to mark all returns and include all clients.

2. From the Return Manager, click the Reports menu; then, select Print Marked Client List.

483



Chapter 15: Print

Print Marked Client List =]
@ The fellowing marked clients will be printed:
Name Type
Doe, John 1040
Johns, John J 1040
@ Help I Continue | [ Cancel ]

3. Clear the check box for any retumns you do not want to include in the batch.
4. Click Continue when ready to proceed.

Clients Marked for Printing: 2 [E]

- Printer
Mame: 225 Toshiba-33117

- Orientaticn -Options
@ Portrait Fitupto 7 page(s) wide
) Landscape Copies: 1

-Sorting Order
@ Company name/Last name ) City
1 Client number 1 State
) Current return manager order O Zip

@ Help (= Printer Setup I Print | [ Cancel

%, Tochange your default printer, click Printer Setup.

5. Adjust Orientation, Options, and Sorting Order settings as desired.
6. Click Print.

Printing Marked Client Labels

To print client address labels:

1. InReturn Manager, mark the returns of clients for whom you would like to print labels, or click Mark All on the
toolbar to mark all returns.

2. Click the Reports menu; then, select Print Marked Client Labels.
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Print Client Labels &=
Printer:
Print Settings
Font: Font Size: Margins:
Arial - 05 Top 025
Current Font Sample: Left: |EI.25 ;
Current Font Sample [] Bold Copies:
[ Halic ! %
Sorting Crder
@ Company Mame/Last Name City
Client Mumber State
Current Return Manager Order Zip
@Help'-' Printer Setup [ Print | [ Cancel |

3. Set the desired Font, Font Size, Margins, Style (Bold, Italic, or neither), Copies, and Sorting Order.
4. Insert labels into your printer.
5. Click Print.

Before printing on actual labels, it is recommended you print the labels on a blank sheet of paper, and then
=== compare the alignment with your label stock.

"% Labels print on standard 8.5 inch x 11 inch (3 across, 10 down, 1" x 2.63") sheets. The following
brands/products are compatible:

Brand Produoct #

Bvery® 5160, 5260, 5920, 5960, 5970, 5971, 58972,
(Avery Dennison L5979, L5980, 8le0, B460, 8660, 8920, 8330
Corporation)

Maco® MML-3000, MML-3025, MML-E8000, MML-8101,
(LCCC Brands MML-8201, MML-8301

Corporation)

Quill® T-10TE8EE

{fuill Lincolnshire,

Inc.)
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CCH iFirm

CCH iFirm is a cloud-based solution that simplifies and automates the running of your accounting firm. By completing
the following setup, you'll enjoy increased visibility across workflow, resources and performance, ultimately freeing your
firm up to spend more time adding value to your clients.

CCH iFirm Setup:

« Sign In To CCH iFirm: Opens the line of communication between the CCH iFirm and ATX applications and
enables data to be shared.

o Export Existing Contacts to CCH iFirm: Allows you to export contact information from ATX returns to CCH
iFirm, so you don't have to set up contact data twice.

« Setup Jobs for Job Status: Open the line of communication for jobs status and job details by assigning tax
return types to a job type in CCH iFirm.

How to Topics:

« SignIn To CCH iFirm

« Export Existing Contacts to CCH iFirm

o Import CCH iFirm Contact Data into a New Return
« Sync New ATX Contacts with CCH iFirm

« Sync Contact Data on Open and Close

« View CCH iFirm Job Status in Return Manager

« View Job Details

« Send CCH iFirm Invoice

« Tracking Time in ATX

Sign In To CCH iFirm

The CCH iFirm preference section on the Return Manager Preferences tab, opens the line of communication
between the CCH iFirm and ATX applications and enables data to be shared.

To set up ATX to share data with CCH iFirm, do the following:

1. Click the Preferences button on the toolbar; then, click the Return Manager Preferences tab.
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Select Forms

Preferences
’\ﬂﬂe“—‘ [] Reset to default return sorting on startup
::E:;Zerx:::;r Show E-file status information for selected return
Preparer Manager iTransact Merchant Services Client ID
E-file Manager
Open Return CCH iFirm

Enter your iFirm website address:

Client Communication

Print https:// «cchifirm.us

Form Display Link ATX and iFirm by signing in:  [Learn more here
Updates
Calculator

Automatically send Client Portal invitation emails

Backup and Files

Tax Research Login Credentials

Your ATX package includes a CCH
subscription for integrated tax
research.

User Name:

Password:
If you don't know your login, request

your registration email to get started.

Ganel

@ Help @ Reset Defaults

In the CCH iFirm section enter your CCH iFirm Website Address; then, press Enter or Tab off the box to enable
the Sign Into iFirm button.
3. Click Sign Into iFirm. The Sign in with iFirm dialog box displays.

2.

Sign in with iFirm
CCH iFirm
This app requires that you sign in Signin...
. | Complete. CCH iFirm ATX Proxy & Sync J—
AT |professional. Sync your contacts from CCH iFirm to
Affordable. ATX Password
=3
Copyright © 2015 CCH Lid. Al rights reserved. 3_ CCH

2 Wolters Kluwer business

4. Enter your username and password; then, click Login. The Sign in with iFirm dialog box displays an
acknowledgement asking if you want to allow access to CCH iFirm from ATX.

Sign in with iFirm
CCH iFirm

The app is requesting access to your iFirm account. Allow access

CCH iFirm ATX Proxy & Sync

Allow CCH iFirm ATX Proxy &
Sync access to your ifimm

» | Complete. - account?
ATX Professional. Sync your contacts from CCH iFirm to
1f you grant access now, you can
Affordable. ATX revoke It at any time by visiting
Your account page.
Conyrioht©.2015 CCH Lis. Al esened @.ccH

2 Wolters Kluwe
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5. Click Yes to allow your CCH iFirm user account to sync with ATX.
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Preferences

All Managers
Return Manager

Rollover Manager

Preparer Manager

E-file Manager
Open Return
Select Forms

Client Communication
Print
Form Display

Updates

Calculator

Backup and Files

[T] Reset to default return sorting on startup
Show E-file status information for selected return

iTransact Merchant Services Client ID

CCH iFirm

Enter your iFirm website address:
https:// .cchifirm,us
Link ATX and iFirm by signing in:  [Learn more here

Automatically send Client Portal invitation emails

Tax Research Login Credentials

User Marme: Your ATX package includes a CCH
subscription for integrated tax
research.

Password:

If you don't know your login, request
your registration email to get started.

® Help {Jﬁ Reset Defaults

Cancel

6. Click Apply to save the change; then, OK to close the Preferences dialog box.

CCH iFirm Menu

From the Return Manager or an open return, you can access the CCH iFirm menu.

Menu ltem

My Dashboard

My Jobs

My Invoice

My Reports

My Timesheet

View Job Details*

Contact Details*

Client Portal

Description

Launches your CCH iFirm dashboard, which is an overview of your business’ efficiency,
annual review, resource allocation, work in progress, and more.

Launches your CCH iFirm jobs, where you can view jobs in CCH iFirm.

Launches your CCH iFirm invoices, where you can view and create invoices in CCH iFirm.

Launches your CCH iFirm Practice Management reports, where you can measure the
performance of team members and see how your firm is performing.

Launches your CCH iFirm timesheet, where you can track your personal time by job.

Opens job details for the job associated with the open return.

Launches CCH iFirm Contact Details for the taxpayer in the open return, where you can
view and edit their information.

Launches CCH iFirm Client Portal, where you can organize and share important
documents with clients.

*View Job Details and Contact Details menu items are only available while inside an open return.
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Export Existing Contacts to CCH iFirm

The Export Contacts to iFirm feature allows you to export contact information from ATX returns to CCH iFirm so you don't
have to set up contact data twice.

To export your contact information to CCH iFirm:

1. Click the Rollover Manager tab.
2. Click the CCH iFirm menu, and click Export Contact to iFirm.

CCH iFirm &3]

Simplify your tax and accounting office with both CCH iFirm Practice
Manager and Client Portal, solutions to help you manage jobs, billing,
staff, and securely share files.

If you have purchased a CCH iFirm product, click Preferences, enter
your CCH iFirm website address, and then “Sign Into iFirm”,

If you would like to purchase CCH iFirm's Practice Manager and/or
Client Portal selution(s), click here to learn more or contact your ATX
account manager.

@@E Preferences | [ Cancel

3. Click Export to iFirm.
%, Ifthe SSN or EIN already exists in CCH iFirm, ATX skips the return and proceeds to the next return.

What's Included When you Export Contacts to CCH iFirm

When you export your contacts using Rollover Manager, ATX exports the following information to CCH iFirm:

« SSNorEIN

« Taxpayer name or business name
« Address, city, state, and ZIP Code
« E-mail address

« Date of birth

Import CCH iFirm Contact Data into a New Return

You can reduce your tax return preparation time by importing contact information from CCH iFirm into new returns.

%, ATXrequires an SSN or EIN to sync with CCH iFirm’s contact database. If you create contacts in CCH iFirm, be sure

~ toenterthe SSN or EIN before importing into ATX. If you create an ATX return for a CCH iFirm contact that does not
have an assigned SSN or EIN, the system assumes that this is a "new contact" and a duplicate contact is created in
CCH iFirm.
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To import contact information from CCH iFirm:

1. InReturn Manager, click New to create a return.

2. After selecting forms, the Import CCH iFirm Contact Data dialog displays.

In the Search iFirm Contacts box, type all or part of the information to display a list of contacts from CCH iFirm.
You can search on any of the column heading types (SSN/EIN, First Name, Last Name, or Company Name).

ATX displays a list of results.

=]

Import CCH iFirm Contact Data

Search iFirm Caontacts:

10
SSM/EIM First Mame Last Marme Company Mame
_ Timothy _[Hammill ___ Timothy Hammill 8
Robert Smith Robert Smith
Amanda Emerson Amanda Emerson
Kevin Tirmbulktuga Tirmbuktuga, Kevin

Import related contacts

Import | [ Skip

@ Help

% If there are no matching contacts, ATX displays a message, No matching contacts found. Verify the

~= information and retype or click Skip.

4. Select the contact from the list and click the Import related contact check box, then click Import.

"By checking the Import related contacts check box, ATX imports spouse and/or dependent information from
CCH iFirm for individual returns. For business returns ATX imports partner, beneficiary, and/or shareholder

contact data.

5. The Import dialog closes and the selected contact data is entered in your new return.

Cepartment of the Treasury—Inemal Revenue Service {98)

E 1 040 U.S. Individual Income Tax Return OMB No. 1545-0074 | IRS Use Only—Da natwia of s1apie In is space.

For the year Jan. 1-Dec. 31, or other tax year beginning . ending See separate instrucfions.

“Your first name M.1| Last name Suffix Your social security number
Timothy Hammill LT

7 a joint retum, spouse's frst name M1| Lestname St Spouse’s social security number
Angela Hammill - -

Home address (number and street). If you have a P.O. box. see instructions. Apt. no. ‘ Make sure the SSN(s) above
800 Santa Cruz Way and on line Be are comect.

City, town or post office, state, and ZIP code. i you have a foreign address, also complete spaces below (see instructions). Presidential Election Campaign

Sync New ATX Contacts with CCH iFirm

When you create a new return, if the contact does not yet exist in CCH iFirm, ATX allows you to sync the contact information

to CCH iFirm.
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%, ATXrequires an SSN or EIN to sync with CCH iFirm’s contact database. If you create contacts in CCH iFirm, be sure
~ toenterthe SSN or EIN before importing into ATX. If you create an ATX return for a CCH iFirm contact that does not
have an assigned SSN or EIN, the system assumes that this is a "new contact" and a duplicate contact is created in
CCH iFirm.

To sync new ATX contact information to CCH iFirm:

1.

When you close the new return in ATX the iFirm Contact Sync dialog displays.

iFirm Contact Sync

ﬂ' One or more contacts were updated in this return.

Do you want to sync changes to iFirm?

SSN/EIM First Mame Last Mame Company Mame
000-11-2222  Herman Anderson | Herman Anderson

[S},rnr_ Changes| [

Skip |

2. Select the contact(s) you want to sync to iFirm. Click Sync Changes. ATX exports your client's contact
information to CCH iFirm. See Sync Contact Data on Open and Close for information what type of data is shared
with CCH iFirm.

L %1

If you choose to SKip, you will not be prompted to sync again unless you have edited the information in the

return.

Sync Contact Data on Open and Close

When you open or close a tax return, ATX syncs with CCH iFirm, recognizing changes to contact data. The following data is
exchanged between ATX and CCH iFirm:

492
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Address, city, state, and ZIP Code
Work, cell and home phone humbers
Email address
Date of birth

Date of death
Related contacts:

Spouse
Dependent
Beneficiary *
Partner *
Shareholder *
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% *Syncing Partner, Shareholder, and Beneficiary Contact Data: Entity Type must be specified on Schedule K-1
- forms for Partners, Shareholders and Beneficiaries to sync properly between ATX and CCH iFirm.

% ATXrequires an SSN or EIN to sync with CCH iFirm’s contact database. If you create contacts in CCH iFirm, be sure

- to enterthe SSN or EIN before importing into ATX. If you create an ATX return for a CCH iFirm contact that does not
have an assigned SSN or EIN, the system assumes that this is a "new contact" and a duplicate contact is created in
CCH iFirm.

Sync on Open

When opening a return, if there are changes from CCH iFirm, ATX recognizes these changes and asks if you would like to
sync them.

To sync updated contact information from CCH iFirm when opening a return:

1. Open your return. For more information, see Opening Returns. When changes have been made to the contact in
CCH iFirm, a dialog appears asking if you want to sync:

iFirm Contact Sync ]
@ One or more contacts were updated in iFirm since this return was last cpened.

Do you want to sync changes?

SSM/EIM First Mame Last Mame Ceormpany Mame

leremy Carsonie | lererny Carscnie

| skip |

2. Select the check box for the contact(s) you want to sync.
3. Click Sync Changes.

L~

% Ifyouwant to keep the current information in ATX, click Skip.

Sync on Close

When you close a return, if there are supported field changes, ATX asks you if you want to sync the changes to CCH iFirm.
To sync updated contact information from ATX to CCH iFirm when closing a return:

1. If changes have been made to the contact in ATX, a dialog appears asking if you want to sync:
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iFirm Contact Sync =]

@ One or more contacts were updated in this return.

Do you want to sync changes to iFirm?

S5N/EIN First Mame Last Name Company Name

W & | Karen Barnes Karen Barnes

Sync Changes] [ Skip

2. Select the check box for the contact(s) you want to sync.
3. Click Sync Changes.

%, Ifyouwant to keep the current information in CCH iFirm, click Skip.

View CCH iFirm Job Status in Return Manager

In CCH iFirm, job statuses track the progress of a job for a particular contact, which helps you manage your firm's workflow.

The CCH iFirm job status for that contact is listed with the return. This helps tie tax preparation tasks to other work done in
your firm for that contact.

To view the job status associated with an ATX return:

1. Click the Return Manager tab.
2. From the Return Manager tab, click the Returns tab.
3. Locate the Job Status column.

_ Rollover Manager E-file Manager Bank Manager Example, Sam x

Returns Options Tools View Forms Reports CCHiFirm Support
e e ) T = (==
g8 ¥ Q & E B & HWE@
Open New Delete MarkAll Unmark All EasyView Preferences CCHifirm Client Portal ePayment Calculator Preparer/ERQ Program Forms Help
20f 2 Returns Returns | Accounts Receivable  TaxWarehouse
N Return Name Client®  Type Complete First Name Last Name Job Status | Filer DOB
L = [ Exsmple Sam 1040 O sam Example Active 51871977
] Sample John and Jane 1040 E John Sample | Active /1811977
[l Individual
[ Corporation
[C] S Corporation
[C] Partnership
[T Fiduciary =
[] Benefit
["] Exempt Org
[F] Other

2 The Job Status column only displays CCH iFirm job statuses.

View Job Details

View Job Details opens job details for the job associated with the open return.

To open View Job Details, click the CCH iFirm menu, and select View Job Details.
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View Job Details
Job Details
40 T1040 Dec 31 2016 Mot Yet In
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00%
0.00 0.00 0.00
None None
None
Client Details
Hammill, Timathy 26

%, ATXand CCH iFirm will smartly assign jobs to tax returns whenever that retum is being prepared for a contact existing
in iFirm. For returns being prepared using SSN/EIN information that has not yet been sync'd with iFirm, clicking View
Job Details will take you to the generic Jobs listin CCH iFirm.

View Job Details

@ ccrifirm JREES

Firm

Release History
CCH iFirm 2016.17.22010 -

Add Job Add Jobs in Bulk Change in Bulk
Dashboard
Budget & KPIsk 2l Jobs | Open Jobs = Weekly View y Ordered Jobs ~ Jobs Assigned to Me  Jobs I worked On
Intranet
Contacts» @Y search [ClientName [v] for |
Firm Applications
Practice Management b Close Change Target End Date Change Job Status
Client Accounting (7 .
18 JobID ¥ Job Type Perio e ame
Reports ¥
D 40 T1040 Dec 312016 26 Hammill, Timothy
Export Data
D k] T1040 Dec 312018 23 Gale, Mary
Settingsh

]

Copyright 2016 Wolters Kluwer. All rights reserved ul CCH .

m

Wolters Kluwer business

Send CCH iFirm Invoice

The Send CCH iFirm Invoice feature allows you to send an ATX Billing Invoice from ATX to CCH iFirm without interrupting
your tax preparation workflow. When you send the invoice to CCH iFirm you can track the status of sent invoices using the
Finalized Invoice tab within Practice Management. To track invoice payments use Accounts Receivable within CCH

iFirm.

To send a Billing Invoice to CCH iFirm:

1. From the open return, click the Forms menu; then, select Send CCH iFirm Invoice.

495



Chapter 16: CCH iFirm

L

% Ifyoudon’t have a Billing Invoice in the return when you select Send CCH iFirm Invoice, ATX prompts you to
add the form to the return. Click Continue to add the Billing Invoice to the return. See Billing Manager.

Add Billing Invoice =]

The Billing Invoice form must be added to this return before you
can send inveice data to CCH iFirm.

Click Continue to add and view the Billing Invoice, Once the
billing invoice has been added, save the return and try sending the
invoice to CCH iFirm again.

@@E Continue |[ Cancel |

L

% If you already added the information from the Add Billing Invoice dialog box, repeat the first step.

Send CCH iFirm Invoice =)
¥ The fellowing inveice data will be sent to CCH iFirm to create and finalize an invoice.
~Send to:
Timothy Hammill timhammill@fakeemail.com
Statement of Charges:
Description Amount
Tax return preparation fee 150.00
Electronic Filing 10.00
Less Retainer or Prepayment -25.00
Total:  $135.00
ﬂ You can track the status of sent invoices from the Finalized Inveices page in CCH iFirm.
@ Help [ Send Invoice l [ Cancel

2. Review the information on the Send CCH iFirm Invoice dialog box and click Send Invoice.

L~

%, If changes are needed, click Cancel.

3. ATX displays the Send Invoice Results dialog box. Click the Finalized Invoices link to track the status of the
invoice or click Close to finish preparing the tax return for electronic filing.

496



Chapter 16: CCH iFirm

Send Invoice Results =]

Invoice information was successfully sent to CCH iFirm for
" 4 processing,

You can track the status of this invoice from the Einalized Invoices
page in CCH iFirm.

Cloze

%, Forhelp on printing and sending invoices in CCH iFirm see Print and send invoices.

Tracking Time in ATX

Once you've signed into CCH iFirm in Preferences, you can track the time you spend in all your active returns and in other
areas of ATX. As part of our integration with CCH iFirm, time spent in ATX can be sent to CCH so it can be rolled into the
CCH iFirm Timesheet.

_ Rollover Manager E-file Manager Bank Manager

Returns Options Tools View Forms Reports CCHiFirm  Support ¥ 000000 B (4
= I oy [Co ) [—
= B3 B3 Q & , A0 & FEO
Open New Delete Mark All Unmark All Easy View Preferences CCH iFirm Client Portal ePayment Calculator Preparer/ERO  Program Forms  Help Notifications
Timer

When you are doing anything in ATX that is outside an open return, one timer tracks this time. For example, if you start the
timer in Return Manager and then open Bank Manager, the timer will continue to run.

"% You need to click Start/Stop when using the timer.
When you're working in a return and you navigate away from it, the timer pauses. When you move back to the return, time
tracking resumes where it left off.

%, ATXauto starts the timer for each open return when the Auto-start timers in returns preference is enabled. To change
the Preference setting, go to the Return Manager Preferences.

Icon Feature Description
Timers can be paused and re-started as often as needed throughout the
EI > Stop/Start day. To pause a timer, click the Stop button EI . When the timer is
b= .
paused, the Start button allows you to resume the timer.

Discards the existing time and sets the timer back to 0:00. Once the
timer is reset, click Start to start the timer.

* Reset

%, Thetimer does not auto start once you reset the time.
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Icon Feature Description

LG Timesheet Entry Allows you to create a timesheet entry.

Sending Time from ATX to CCH iFirm

When you are ready to send time to CCH iFirm, click the Timesheet Entry button = . The Send Timesheet Entry to
iFirm dialog box displays.
Send Timesheet Entry to iFirm
Salect Entry Type: (@) Billzble
(") Mon-Billable / Paid Mon-Billable
Job: |35 T1040 Dec 31 |
Time Elapsad: |0:00:08 | 0.0022 Hours
Activity Code: | |
Comment: -
Feature Description
Entry Type Billable is selected by default.
Job (Required) Name of the iFirm job, if already assigned. If not assigned, begin typing job and
the job list will appear.
Time Elapsed (Populated based on your time) The amount of time on the ATX timer. Appears in Hours or
P Units, depending on how it is set up in CCH iFirm.
Activity Code (Required) Select an activity code. Like the Job list, when you begin typing, a list will
appear.
Comment (Optional) Enter comments that might explain something on the timesheet entry.

%, Ifyou're signedinto CCH iFirm, ATX, always reminds you to submit time before you close a return or the application.
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Unsubmitted Timers =
/s You have active time associated with one or more timers in ATX,
£ =% To submit time to iFirm, click Cancel and complete your
timesheet entries.
If you wish to discard these times, click Continue and Close.

Cancel | [Continue and Close|

Clicking Continue and Close discards time on all timers and closes the return and/or application. Clicking Cancel allows
you to cancel the closing process and go back to any timers to submit your timesheet entries.

Viewing Timesheet Entries

To view or make adjustments to your ATX timesheet entries, click the CCH iFirm menu, and select My Timesheet.

Add Job Change User
Daily Weekl Monthl

< Previous Twrsaloy Awmgeest % JO16 Next» (=l

Add Timesheet Entry Tuesday, August 9 2016 Billat

Time Elapsed 40s (0.0111) @ 0.00 = 0.00
Select Entry Type: (@) Billable BANKREC On 12 (T1040 Dec 31 2016) for 2, =
Mon-Gillable / Paid Mon-Eillable

Job: |

Activity Code: |

Comment:
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Chapter

17

CCH iFirm Client Portal

CCH iFirm Client Portal allows you to securely share files with your clients. ATX and CCH iFirm work together to simplify
your office workflow. As a Client Portal subscriber, you have the ability to upload tax return PDFs from ATX to Client Portal.
Some of the most-loved features of Client Portal are:

« Sharing documents with your clients
« Automatic notifications when clients upload documents to you
« Integration between ATX and Client Portal

How to Topics:

« Sign In To CCH iFirm: Opens the line of communication between the CCH iFirm and ATX applications and enables
data to be shared.

« Upload to Client Portal

For information on how to set up your Client Portal within CCH iFirm, see Set up Client Portal.

Upload to Client Portal

You can upload returns to Client Portal so your customers can review their returns. In order for Client Portal to automatically
send portal invitation e-mails to your clients, an e-mail address must be present in the tax return on the Filers Info page and
the Automatically Send Client Portal invitation emails preference must be enabled on the Return Manager Preferences
tab.

Review the following scenarios before uploading returns to Client Portal:

Scenario 1: When a contact does not exist in CCH iFirm

When a contact does not exist in CCH iFirm, the contact and portal are created for you when uploading returns to
Client Portal. When an e-mail address is present on the Filers Info page in ATX and the Automatically Send
Client Portal invitation e-mails check box is enabled on the Return Manager Preferences tab, Client Portal
automatically sends an invitation e-mail when the PDF is uploaded to Client Portal. If no e-mail address is present
on the Filers Info page in ATX, you will need to add an e-mail address for the contact in order to send an e-mail
invite. See Invite people to a portal and manage invitations.

Scenario 2: When the contact exist in CCH iFirm
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When the contact does exist in CCH iFirm, the portal will be created for you when printing the return to Client
Portal. When an e-mail address is present on the Filers Info page in ATX and the Automatically Send Client
Portal invitation e-mails check box is enabled on the Return Manager Preferences tab, Client Portal
automatically sends an invitation e-mail when the PDF is uploaded to Client Portal.

Scenario 3: When the contact and portal exist in CCH iFirm

When the contact and portal exist in CCH iFirm and the Automatically Send Client Portal invitation e-mails
check box is enabled on the Return Manager Preferences tab, Client Portal automatically sends an invitation e-
mail when the PDF is uploaded to Client Portal.

To upload returns to Client Portal:

1. Open the retum.

2. Do one of the following:
« Click the Print toolbar button.
« From the Returns menu, select Print Return.
o Press Ctrl+P.

Print Return for Smith, John =]

What do you want to print?

| ©riing | cient  Preparer  Custom

[ pint o Primer [ check at Collspse all | Expand il
4 Cient Documents
[‘%] v Eror Report
Override & Estimate Report
Print to POF
D nntte Notes Report
Upload to Client Portal P Federsl Forms
[E] print 1o PaperesspLUS [C] b Federsl Statements
[[1 b Fedeal Werksheets
Copies [L = |
Print Preview |

[] Remember selections

@ veip {85 print preferences [ Print Packets &) Restore pant | [ cancel

3. Select the copies you wish to print in the tree.
4. Check the Upload to Client Portal check box (either instead of or in addition to any other Print selections).
5. Click Print, and ATX uploads the document to the client's portal.

%, Youcanset up your Print Packets to always upload specific copies to Client Portal.
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Tax Research and the Master
Tax Guide

Your ATX software includes a Tax Research subscription of CCH® AnswerConnect or CCH® IntelliConnect®. Your
subscription content varies based on your tax package, and you can access these features through the Tax Research
menu in ATX.

If you would like to add any of these tools to your package, call your Account Manager at 800-495-4626.

ATX saves your credentials in Return Manager Preferences, allowing you to bypass the login routine and access
Tax Research, IRS Publications, and/or the Master Tax Guide quickly from an open return or any of the Main
Managers.

" Ared Tax Research button on the toolbar indicates you need to enter your Tax Research credentials on the
~ Return Manager tab of the Preferences dialog box.

To enter your Tax Research credentials:

1. From an open return, do one of the following:
« Click the Tax Research button on the toolbar.
« Click the Tax Research menu and select any of the options.
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Tax Ressarch @

Your ATX package includes a CCH subscription for integrated
tax research,

To access your integrated tax research features, click the
Preferences button and enter your login credentials. If you

don't know your login, request your registration email to get
started.

Learn more about CCH AnswerConnect

(7] Help Preferences | [ Cancel

2. Click Preferences.

Preferences @

All Managers [C] Reset to default return sorting on startup
Return Manager

Show E-file status information for selected return
Rollover Manager

Preparer Manager iTransact Merchant Services Client ID
E-file Manager
Open Return CCH iFirm
Select Forms

- — Enter your iFirm website address:
Client Communication

Print https:// .cchifirm.us
Form Display Link ATX and iFirm by signing in:  [Learn more here
Updates
Calculator

Automatically send Client Portal invitation emails

Backup and Files

Tax Research Login Credentials

User Name: Your ATX package includes a CCH
subscription for integrated tax
research,

Password:

If you don't know your login, request
your registration email to get started.

(7] Helg%fg’j Reset Defaults Cancel |

3. Underthe Tax Research Login Credentials section, enter your User Name and Password.
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%, If youdo not know your login, use the registration email link to retrieve your information.

4. Click OKto apply your changes and close the dialog box or click Apply to save changes and leave the dialog box
open.

5. From and open return, do one of the following:
« Click the Tax Research button on the toolbar.
« Click the Tax Research menu and select any of the options.

Tax Line Research Tooltips and Indicators

Tax research tooltips provide a quick preview of associated tax line research content from CCH Tax Prep Partner. Tooltips
are available on many tax lines across Federal signature forms and display automatically when you hover over an indicator or
click afield with an indicator.

Tax line research indicators provide visual cues for tax lines that are integrated with CCH Tax Prep Partner. ATX displays a
blue indicator in the field to show you that Tax Research is available for the specific line. See Accessing Line-Specific
Research From Open Returns below for additional information.

%, Tax line research indicators and tooltips are enabled by default on the Open Return Preferences tab.

Income ‘Wages, =alaries tipz, efc. Aftach Form(s) W-2 B 7 <~
Taxable interest. Aftach Schedule B if reg

7
da
Attach Form(s) b Tax-exemptintersst. Do not includs on li
9a
b

Tax Research

W-2 here. Also Ordinary dividends. Attsch Schedule Bifr CCH Tax Pre.p Parlnef IIN!JJ.. 3000, Wages, Salaries, and Tips r
attach Forms Wages, Salaries, and Tips Topics Covered
W-2G and o

1099-R if tax. 10 Taxable refunds, credits, or offsets of state|

Qualified dividends . . . . . 3010 Introduction (Form 1040, Line 7)

3020 Including Compensation Amounts Reported in Box1 of
was withheld. 11 Alimonyreceived. . . . . . . . L L Foim W-2
12 Business income or {loss). Attach Schedu 3020.05 Understanding the Information Reported on Form W-2
1fvou did not 13 Capital gain or (loss). Attach Schedule Di ;;‘gg igmplﬁfeé"f ', s fzolr"N,lp ) Comp i
you did . . X 15 What to Do If a Form W-2 Is Not Provide:
geta w2, :‘;a f::er;_g;'gst_” (losses). Attach Form “79?1 3030 Reporting Amounts Not Included in Box L on...
instructions. istributions . . . . . . . . ) ) o
See Insiuctions. 16a Pensions and annuities . . . . . . |1 View additional Tax Research content on this topic..
17 Rental real estate. royalties, partnerships Open Tax Research Content
18  Farmincome or (loss). Attach Schedule F
19 Unemployment compensation . . . . . T - T .- PR Lkl
20a Social security benefits . - .| 20a b Taxsble amount . . - 20b 0
21 Other income. List type and amount 21
22 Cornbine the amounts in the far right column for lines 7 through 21. This is your total income . L 1]

Accessing Line-Specific Research From Open Returns

To access Tax Line Research from an open return, do one of the following:

« Right-click afield in a form; then, select Tax Line Research.
« With the desired field highlighted, click the Tax Research menu; then, select Tax Line Research.

5\

. Tax Line Research information is not available for every line of every form.
N

| —

Practice Aids

There are over 200 practice tools available in CCH Tax Prep Partner; your subscription determines the availability of practice
tools. Practice Aids are available for the following packages:

» 1040
o 1041
» 1065
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« 1120
. 1120S

%, Practice Aids allow you to select from elections, flowcharts, worksheets, checklists, tables, tools and client letters, that
aid in tax preparation.

To access Practice Aids from an open return, do the following:

1. Click the Tax Research menu, then point to Practice Aids.
2. Do one of the following:

« Click 1040 Practice Aids

« Click 1041 Practice Aids

« Click 1065 Practice Aids

« Click 1120 Practice Aids

« Click 1120S Practice Aids

%, Whenyou click the Practice Aids button on the toolbar ATX takes you to the corresponding Practice Aids for the open
~ signature form. If you do not have a signature form open ATX takes you to the 1040 Practice Aids.

P
Form 1040 Practice Aids and Tools ®

(@) select Practice Aids/Tools 2 Results m
POX®O [~
+ [ Bectons o
+ ([ Flowcharts "“"“
+ () Worsheets [
+ [ checkisss Py
+ (] Tables X
0w =
+ () ClentLeters =)

=

[ 3

Client Letter Toolkit

To access the Client Letter Toolkit from an open return, click the Tax Research menu; then, click Client Letter

Toolkit.
CCH Client Letter Toolkit Help | Feedback

Use Filter Options to expand and view all of the ways in which you can filter the results.

2| Filter Optins

Keywords
Letter Types Not Selected
Client Types Not Selected
Categories Not Selected

[ |

To view documents changed since  selected date, type  date in mim/dd|/yyyy format and cick the Highlight Changes bution Highlight Changes

Page10f9 (401items) </ [1]1 2 2 4 5 6 Z 8 93

View Title

Cel RePATHAmSCopomibonBuithnGansTax
View Re: 2014 Highway Funding Act: Pension Funding Stabilization

Re: 2015 Fourth Quarter Federal Tax Developments

Re: 2015 Surface Transportation Act: Basis of Property Acquired from a Decedent

Re: 2015 Surface Transportation Act: Mortgage Reporting Requirements

Re: 2015 Surface Transpertation Act: Six-year Limitation Period for Overstatement of Basis

Re: 2015 Surface Transpertation Act: Tax Retum Due Date Changes

Re: 2015 Surface Transportation Act: Transfer of Excess Plan Assets

Re: Abusive Corporate Tax Shelters

View Re: Accounting Method Changes Provided for Final MACRS Regulations
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Search Online

The Search Online feature allows you to search online for an answer to your question. You can also use your CCH Browser
plug-in to search the Internet for answers to your questions. This way, you do not have to navigate to CCH IntelliConnect

every time you need to search for an answer. Use the plug-in to get access to CCH IntelliConnect answers directly on the
results page of your favorite search engine.

To use the Search Online feature:

1. From an open return do one of the following:

« From the toolbar, click the Search Online button. ATX displays a search box, type your search criteria in the
box and click Search.

Retuns Edit Tools Navigate Forms E-file TaxResearch CCHiFim  Support

= 2L B en v 2E 7 g

Save AddForms Restore Startlink Intenview Back Forward CheckRetum Print Page CCHiFirm ClientPortal E-file  ePayment

1040

SchEC | Dxparmen rie sy e sevee
SE;‘T E 1040 U.S. Individual Inc

Tax Return ‘ ‘ GMB No. 1545-0074 ‘

1040 EFInfo.
| DRI e

S

[

%, Toturn off the search box click the Search Online button.

« Click the Tax Research menu; then, click Search Online.

2. ATX opens your internet browser where you can browse through your search results. See Searching with Internet
Explorer or Searching with Chrome.

To download the CCH Browser Search plug-in for Internet Explore:

% Usethese steps if you did not install the plug-in during the ATX installation process.

1. Navigate to http://cchconnect.cch.com/ICSearchSSO/InstallCrm.aspx.
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CCH® Browser Search

A browser extenslon for public search engines

Installation process

-

. Close all open programs and other browser tabs or windows.

ra

. Click on the "Install Now" button above and wait a few seconds for the download/install process to begin.

w

. If you are using Internet Explorer®, click Run at the prompt (see image below). If you are using Chrome™ or Firefox®, you will need to
manually run the CCHBrowserSearch.single.exe once it downloads.

Do you want to run of save CCl single.exe from echeom? Run Save | T LCancel

T

B cCH® Browser Search Setup - X

ES

. Onthe Welcome screen, click Next.

Welcome to CCH® Browser Search
Setup

This wizard will guide you through the installation of CCH®
Browser Search.

It is recomended that you dose all other applcations before
starting Setup. This will make it possible to update relevant
system files without having to reboot your computer.

Next > Cancel

5. After reviewing the License Agreement, click | Agree to continue

2. Click Install Now.
« Forinformation oninstallation, see CCH Browser Search Plug-in Installation.
« Forinformation on Internet Explorer setup, see CCH Browser Search Plug-in For Internet Explorer.

To download the CCH Browser Search plug-in for Google Chrome:

1. Navigate to http://cchconnect.cch.com/ICSearchSSO/InstallCrm.aspx.
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CCH® Browser Search

A browser extension for public search engines

Installation Process - Install with Microsoft® Internet Explorer®

This valuable add-on automatically forwards your search queries through your Wolters
Kluwer subscriptions, and then displays your CCH® research product content right in
line with the public search results. So, now it is one search and done — with all the
answers you need right at your fingertips.

It automatically installs and supports your Chrome™, Firefox® and Internet Explorer®
browsers.

To install the feature, please copy the link below to Internet Explorer® to start the
installation process.

http://cchconnect.cch.com/ICSearchSSO/Install.aspx

If you are only interested in installing this add-on to Chrome™, please click the below
link to be taken to the Chrome Web Store.

Install only to Chrome™

If you have any questions please email CCH Customer Service or call 800-835-0105.

2. Click Install only to Chrome™.

« Forinformation on Google Chrome setup, see CCH Browser Search Plug-in For Google Chrome.
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CCH Browser Search Plug-in Installation

To continue the installation process of your CCH Browser plug-in:

[ CcH® Browser Serch Setup E] = @

Welcome to CCH® Browser Search
Setup

This wizard will guide you through the installation of CCH®&
Browser Search.

It is recomended that you dose all other applications before
starting Setup. This will make it possible to update relevant
system files without having to reboot your computer,

MNext = ]l Cancel

1. Click Next.
[ ccn® Browser Search Sewp E] = @
oy | CCH® Browser Search License Agreement
'\} Please review the license terms before instaling CCH® Browser
Search.

Press Page Down to see the rest of the agreement.

CCH® Browser Search End User License Agreement s

MNOTICE: USE OF THIS SOFTWARE 1S SUBJECT TO YOUR ACCEPTAMCE OF THESE
TERMS AND COMDITIONS. IF YOU DO NOT AGREE TO THESE TERMS AND COMDITIONS,
YO SHOULD NOT INSTALL THIS SOFTWARE AND YOU SHOULD DELETE ALL COPIES,
EXCEPT AS EXPRESSLY AUTHORIZED BY THIS AGREEMENT, YOU ARE MOT PERMITTED
TO ACCESS, USE, COPY, DISTRIBUTE OR. MODIFY THIS SOFTWARE.

‘ou accept these terms and conditions by dicking "agree”™ when presented with these
terms and conditions, or by installing, accessing, and/or otherwise using this software.
In dping 50, you an:_knc-'..\'!edge that_y-:u have read, un-:!ersb:_od_and ._agn_eu_zd_b: be bc_-und -

If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install CCH® Browser Search,

| < Back |[ 1 Agree ]l Cancel

2. Read the License Agreement and click | Agree to continue.
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[ con@ Browser Search Setup E] =] @

Choose Install Location
Choose the folder in which to install CCH® Browser Search.

Setup will install CCH® Erowser Search in the following folder. To install in a different folder,
dick Browse and select another folder. Click Instal to start the installation.

Destination Folder

C:\Program Files (x86)\CCH Browser Search

Space reguired: 4.4MB
Space available: 72.3GB

< Back ][ Install ] [ Cancel

3. Verify the location, then click Install.

[ coH@ Browser Sesrch Setup E] [=1af|-E3

Installation Complete
Setup was completed successfully,

Completed

Show details

< Back Cancel

4. Click Next.
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ECCH@MSEHChSe‘IUp EI =] @

Installation Complete
Setup was completed successfully.

3 Important steps for Internet Explorer® users

If you have Internet Explorer & Version 9 or above:

o Find the box shown below at the bottom of your browser window.

I The TeelCemanct Saumeh pbd-en frem “Wiaiers Kuwan U5 Conptratata’ o raasly bor uie. fratie [ent anable

© cick“Enable”.

e Restart Internet Explorer ®.

< Back Cancel

5. Click Next.

[ ccH® Browser Search Setup E] [=laf|-E3

Install to Chrome™
Install CCH® Browser Search to your Chrome™ browser.,

If you would like to install CCH® Browser Search to your Google Chrome™ browser, dick
Mext to be taken to the Chrome Web Store and then dick the button labeled "Free”in
the upper right corner of the screen.

- IntelliConnect Search

oamas  pfuas wrem

Click Cancel to end the installation.

< Back [ Mext > ] [ Cancel

6. Click Next.
7. CCH® Browser Search displays your default Internet Browser.

For information on Internet Explorer setup, see CCH Browser Search Plug-in For Internet Explorer.

For Information on Google Chrome setup, see CCH Browser Search Plug-in For Google Chrome.

CCH Browser Search Plug-in For Internet Explorer

To setup your CCH Browser plug-in with Internet Explorer:

1. Do one of the following:
« Click Manage add-ons.
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Manage Add-ons

View and manage your Intemet Explorer add-ons

&l Toolbars and Extensions

Show: Wolters Kluwer U.S Corp...
Currently loaded add-ons -

IntelliConnect Search
Wotters Kluwer U.S Corporation
101025 Type:

Search for this add-on

Add-on Types Name Publisher Status Losdtime  Navigation

Browser Helper Object

via default search provider

2. Select CCH Browser Search under Wolters Kluwer U.S. Corporation, then click Enable.

3. Click Close.

(== ]=]

|[] http://www.msn... 0 ~ @ ¢ || [ Mshcom - Hotmail, Outlo_ ‘

E " £
L el LS

4. Click CCH Browser Search icon.

o

CCH® Browser Search

If you have any questions please email
CCH Cusfomer Service or call 800-835-0105

Enter Log In Credentials

Version: 2.0.0.35 - You have the most current version

&) Wolters Kluwer © Feadoack

5. Click Enter Log In Credentials.
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CCH® BROWSER SEARCH

Enter your (::'3HE User ID and password

Upon logging in, your credentials will be saved so you will not
need to enter them again.

User ID (email address)

Password

6. EnteryourUserID inthe User ID box.
7. Enteryour password in the Password box and click LOGIN.

CCH® Browser Search

You are now ready to use
CCH Browser Search!

&% Wolters Kluwer

Searching with Internet Explorer

%, If youused the Search Online toolbar button, skip to step 3.

4

1. Type your search phrase (example alternative minimum tax)in the search box.
2. Do one of the following:

« Click the Search button.

o Press Enter.
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b alternative minimum tax p

Web mages Videos Maps Mews My saves

12,400,000 Results Any time -

The alternative minimum tax (AMT) is an income tax imposed by the
United States federal government on individuals, corporations, estates, and
trusts. AMT is imposed at a nearly flat rate on an adjusted amount of taxable
income above a certain thresheld (also known as exemption). This
exemption is substantially higher than the exemption from regular income
tax.

Alternative minimum tax - Wikipedia, the free encyclopedia

en.wikipedia_ong/wikilAlternative_minimum_tax

mgrove i answer - 1S this ang

Alternative Minimum Tax Assistant for Individuals ...

hitps:fifwww.irs. gowbusi nall-buesi self-employed’_.. =
Aug 04, 2017 - Could you be subject to the Altemnative Minimum Tax? Find out by using this simple
program.

Alternative minimum tax - Wikipedia

https:fien. wikipedia.orgfwikifatemative_minimum_tace =

The atemative minimum tax (AMT) is a supplemental income tax imposed by the United States federal
govemment required in addition to basefine income tax for cartain ...

AMT basics - History - AMT details - Growth of the AMT - Opinions about AMT

3. Click Display CCH® IntelliConnect® search results.
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b alternative minimum tax L0

Web mages Videos Maps Mews My sawes

12,400,000 Results Any time -

The alternative minimum tax (AMT) is an income tax imposed by the
United States federal government on individuals, corporations, estates, and
trusts. AMT is imposed at a nearly flat rate on an adjusted amount of taxable
income above a certain threshold (also known as exemption). This
exemption is substantially higher than the exemption from regular income
tax.

Alternative minimum tax - Wikipedia, the free encyclopedia
en.wikipedia_orgiwiki/Altemative_minimumn_tax

mprove Mis anewer - 16 This anewer helpru? 1§ gu

(@, COfF IntelliConnect™ found 4065 results for alternative minimum Hide
' tax -

|.|Z|Include results from CCH® Answer(onnect@}] ~

~ CCH® AnswerConnect (View all 5777)

1. Topic

Coslt Recovery Adjustments and Preferences Under AMT
2. Topic

AMT Gain and Loss Adjustments
3. Topic

Tax Credits Claimed Against AMT

View all results on CCH® IntelliConnect™ € Fmtltimck | Switch Product

Quick Answer - For federal tax purposes, a parallel tax structure designad to ensure that
individuals, corporations, estates, and trusts with substantial income do not avoid tax hzbility
through excessive use of exdusions, deductions, and credits, See U.5, Master Tax Guide 11401,

Jump o Explanations | Laws | Regulstions | Cases | IRS Matesislz | News | Practics To.. (Shew more)
Al categuries: Collzpse | Semand

W
~ Explanations [view all 825) (Beck to top}

Alternative Minimum Tax Assistant for Individuals ...

hitps:/fwww.irs. govbusinesses/small-businesses-self-employed/...

Aug 04, 2017 - Could you be subject to the Atternative Minimum Tax? Find out by using this simple
program.

You can either select search results from the CCH Browser Search plug-in or results from another source.

%, If you select results from the CCH Browser Search plug-in, CCH Browser Search opens to the link location within
CCH® IntelliConnect® or CCH® AnswerConnect.
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CCH Browser Search Plug-in For Google Chrome

To setup your CCH® Browser plug-in with Google Chrome:

Browser Search [+ worocmoue | =

OVERVIEW REVIEWS RELATED

@ compaubie with your device
« o lams

Google s s SN = Abrowser extension for public search
engines

AS part of the Wolters Kluwer research
platform, CCH® Browser Search is changing.
the way subscribers search the Web. A FREE
installable browser add-on, this new feature
instantan eously sends search engine
queries to your Wolters Kiuwer, CCH
e research platform content and displays the
o CCH results directly on the same page
generated by your favorite search engine.
Highlighting the exclusive CCH content, this
gt you the right answer fast! Wolters
Kluwer, CCH is dedicated to continuously

- Explaations (e 22211

Rl Esate Fund Statup

A Website
© Report Abuse

Additional Information
Version: 2.0.35

lmyestment Stuctures for ool Estate nvesimen Funds
s S W ) P STV 15 -l Updated: August 11,2017
Size: 509KiB

USERS OF THIS EXTENSION HAVE ALSO USED | ansuiaze: Frslish flinited States)

1. Click Add to Chrome.

Add "CCHE® Browser Search”?

It cam:
» Read and change all your data on the websites you visit

» Communicate with cooperating native applications

Add extension Cancel

2. Click Add extension.
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518

CCH® Browser Search

If you have any questions please email
CCH Customer Service or call 800-835-0105

Enter Log In Credentials

Version: 2.0.0.35 - You have the most current version

&) Wolters Kluwer © Feadoack

3. Click Enter Log In Credentials.

CCH® BROWSER SEARCH

Enter your CCH® User ID and password

Upon logging in, your credentials will be saved so you will not
need to enter them again.

User ID (email address)

Password

4. Enteryour User ID in the User ID box.
5. Enteryour password in the Password box and click LOGIN.
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CCH® Browser Search

You are now ready to use
CCH Browser Search!

& Wolters Kluwer

Searching with Chrome

%, Ifyou used the Search Online toolbar button skip to step 3.
1. Type your search phrase (example alternative minimum tax)in the search box.
2. Do one of the following:
« Click the Search button
o Press Enter.

Go gle alternative minimum tax & Q

Al News  Videos  Books  Images  More Seftings  Tools

About 33,300,000 results (0.44 seconds)

Display CCH® IntelliConnect® search results

The alternative minimum tax (AMT) is a supplemental
income tax imposed by the United States federal government
required in addition to baseline income tax for certain
individuals, corporations, estates, and trusts that have
exemptions or special circumstances allowing for lower
payments of standard income tax.

Alternative minimum tax - Wikipedia
https:/fen.wikipedia.org/wiki/Alternative_minimum_tax

@ Aboutthisresuit W Feedback

People also ask

How do | avoid AMT? v
What is the purpose of the alternative minimum tax? v
Who has to pay the alternative minimum tax? v
What deductions are not allowed for AMT? v

Alternative Minimum Tax: Common Questions - TurboTax Tax Tips ...
https:/fturbotax.intuit.com/tax... /tax.. Tax.../Alternative-Minimum-Tax.../INF12072 ht... v

The Alternative Minimum Tax (AMT) was designed to keep wealthy taxpayers from using loopholes to
avoid paying taxes. But because it was not automatically ..
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3. Click Display CCH® IntelliConnect® search results.

Go gle alternative minimum tax !, Q

Al News  videos  Books  Images  More Settings  Tools

About 33,300,000 results (0.44 seconds)

@, CcH® IntelliConnect® found 4065 results for alternative minimum (~ CE
o | Hide ||

23 (x)

| + |Include results from CCH® AnswerConnect ‘;|

~ CCH® AnswerConnect (view all 5777)

1. Topic

Cost Recovery Adjustments and Preferences Under AMT
2. Topic

AMT Gain and Loss Adjustments
3. Topic

Tax Credits Claimed Against AMT

View all results on CCH? IntelliConnect® € Feadback | Switch Product

Quick Answer - For federal tax purposes, a parallel tax structure designed to ensure that
individuals, corporations, estates, and trusts with substantial income do not avoid tax liability
through excessive use of exclusions, deductions, and credits. See U.S. Master Tax Guide 1401,

Jump to: Explanations | Laws | Regulations | Cases | IRS Materials | News | Practice...

(show more)

All categories: Collapse | Expand

~ Explanations (View all 825)

The alternative minimum tax (AMT) is a supplemental
income tax imposed by the United States federal government
required in addition to baseline income tax for certain
individuals, corporations, estates, and trusts that have
exemptions or special circumstances allowing for lower
payments of standard income tax.

You can either select search results from the CCH Browser Search plug-in or results from another source.
%, If you select results from the CCH Browser Search plug-in, CCH Browser Search opens to the link location within
~ CCH® IntelliConnect® or CCH® AnswerConnect.
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Backup and Restore

The Backup feature in ATX saves your tax return and associated data in an archive so you may access it if you have a
computer failure or other loss of data. The Restore feature enables you to replace the lost data on your system,
assuming the data was backed up.

: It's important to know the differences between Backup/Restore and Export/Import. See Backup vs. Export.

How to Topics:

« Backup and Files Preferences

« Automatic Backup

« Changing File Storage Location in Preferences

« Changing Backup Location in Preferences

« Manually Moving Files to a New Location

« Manual Backup

o Setup Data*(must be backed up manually)

« Restoring Returns

« Restoring Other Data

« Restoring Returns with E-files and Bank Products

Third Party Backup Products

Using a third party back product such as (Carbonite, Mozy, Backblaze, or Amazon Glacier) may require you to change
your backup location to a location the third party product can access. See Changing Your Backup Location.

Backup and Files Preferences

The Backup and Files Preference tab is where you can identify or change the location where your returns and data is
backed up or stored. ATX has an Automatic Backup Preference that is enabled by default when ATX is installed.
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Preferences @
All Managers Backup
Return Manager Automatic Backup (Recommended)
Rollover Manager The program will automatically backup your data when certain things happen, such as when you
Preparer Manager close a return or when you close any of the following managers: Company, Payer, Preparer/ERO or
E-file Manager Billing. Up to 5 return revisions will be saved.
QeenRetuin Backup Location:
Select Forms
Client Communication | < \ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Backup Browse |
Print
Form Display File Storage
Updates You may choose to store your files (return, return data, e-files and asset information) to a location
Calculator other than the default.
Backup and Files Files Storage Location:
C\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Files Browse |
For network installations, the paths above can only be modified on the server.
@ Helgﬁ; Reset Defaults Cancel |

Automatic Backup

All your returns are automatically backed up whenever they are closed. With each return, ATX also backs up e-files, bank
product information, asset data, and any PDF attachments. In addition, ATX backs up data in the Company Manager,
Payer Manager, Preparer/ERO Manager, and Billing Manager two minutes after the last change is made or when the
manager is closed. See Automatic Backup.

%, Any changes to the Backup and Files Preferences tab affects all users.

Where are backups stored?

By default, your backup data is stored on the C:\ drive of either your stand-alone machine or your network server, depending
on your installation type.

ATX backs up data automatically when the Automatic Backup check box is selected. If the Automatic Backup is not
selected, a Manual Backup is required. The Automatic Backup process includes all data except Setup Data. To backup
your Setup Data a Manual Backup is required.

1

. Important Tips About Backup Locations: We strongly recommend that all Admin users change the default backup
~= |ocationtoa permanent location (e.g. another drive) that is not on the stand-alone computer or network. This will

protect backup information from being lost if you have a computer or server failure. While you should never use a flash
drive as your primary backup device, you can use an external hard drive for your backups if you leave it permanently
attached to your stand-alone system or network server.

You may need to change your Backup Location if you want to use a different location on your network or if using a third party
backup product. If you need to change your Backup Location, see Changing Backup Location in Preferences.

L1

\ Using a third party back product such as (Carbonite, Mozy, Backblaze, and Amazon Glacier) may require you to
=== change your backup location to a location the third party product can access.
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File Storage Location

The File Storage Location is where your actual returns and associated data will be stored and accessed by the
workstations. This is not where backups of your returns are stored. For more information on File Storage Location, see
Changing File Storage Location in Preferences.

Reset to the Default Location

Reset Defaults is located on the Backup and Files tab.

To reset to the default Backup Location, browse to: X:\\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX
2017 Backup

To reset to the default File Storage Location, browse to: X:\\ProgramData\CCH Small Firm Services\ATX 2017
Server\ATX 2017 Files

% X=thedrive where ATX is installed.

Saving Selected Returns to a Specific Location

To save specific returns to a specific location, use the Export feature. See Exporting Returns.

Automatic Backup

The Automatic Backup feature is enabled by default when you install ATX, so you don’t have to worry about turning it on.
This preference is found on the Backup and Files tab of the Preferences dialog box.

: We strongly recommend that you allow the program to back up automatically so you can be assured your files are
backed up regularly.

%, Setup Data is not backed up automatically. To backup your Setup Data, see Backing up Setup Data.

What Data is backed up as part of Automatic Backup?

The Automatic Backup feature includes the following in the backup:

- ? (i i P~ F
What is backed up? How often? (if Automatic Backup Where is it Backed Up?
preference remains selected)

Returns

(includes forms, related e-files,
acks, bank apps, bank
disbursements, asset data, PDF
attachments, and return-specific
print settings)

When the return is closed. In the system ATX 2017 Backup folder

Two minutes after the last change is
Companies made in the Company Manager; or,
when the manager is closed.

Companies file created in the ATX
2017 Backup folder.
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. ? (i i . .
What is backed up? How often? (if Automatic Backup Where is it Backed Up?
preference remains selected)

Two minutes after the last change is
Payers made in the Payer Manager; or, when
the manager is closed.

Payers file created in the ATX 2017
Backup folder.

Two minutes after the last change is
Preparer/EROs made in the Preparer/ERO Manager;
or, when the manager is closed.

Preparers file created in the ATX 2017
Backup folder.

Two minutes after the last change is
made in Billing Manager; or, when the
manager is closed.

Billing Information
(Hourly and Form Rates)

ATXFormRates and HourlyRates file in
the ATX 2017 Backup folder.

%, Backed up return data can be restored to your system using the Restore Returns function. See Restoring Returns.

Changing Backup Location in Preferences

You can change the default backup location for your entire system database, including your returns. The new location will
only be used for backups created after the change was applied.

%, Existing backups will not be moved to the new location automatically. If you want existing backups to be stored in the
~ new location, the files must be moved manually. See Manually Moving Files to a New Location.

%, External Hard Drives: If you are using an external hard drive as your new backup location, the external drive must be
~ physically connected to the server.

To change backup locations:

1. Do one of the following:
« Click the Preferences button on the toolbar.

« From the Return Manager, E-file Manager, or Bank Manager, click the Options menu; then, select
Preferences.

» From Rollover Manager, click the Tools menu; then, select Preferences.
2. Click the Backup and Files tab.
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Preferences @
All Managers Backup
Return Manager Automatic Backup (Recommended)
Rollover Manager The program will automatically backup your data when certain things happen, such as when you
Preparer Manager close a return or when you close any of the following managers: Company, Payer, Preparer/ERO or
E-file Manager Billing. Up to 5 return revisions will be saved.
DeenRetuin Backup Location:
Select Forms
Client Communication | < \PregramData\CCH Small Firm Services\ATX 2017 Server\ AT 2017 Backup Browse |
Print
Form Display File Storage
Updates You may choose to store your files (return, return data, e-files and asset information) to a location
Calculator other than the default.
Backup and Files Files Storage Location:
C\ProgramDatat CCH Small Firm Services\ATX 2017 Server\ATX 2017 Files Browse |
For network installations, the paths above can only be modified on the server.
® Helgﬁ; Reset Defaults Cancel |

3. Click the Browse button under Backup Location to navigate to and select a new backup location.

5\

\ The storage locations can only be changed from Workstation/Server or Server Only (using Admin Console)
=== for Network installs.

5\

\ The new backup path must be a physical drive on the server or a fully-qualified universal naming convention
=== (UNC) path to another location on the network. If you use a mapped drive for backups, it must be converted to

a fully-qualified UNC path. For detailed information, see the Microsoft article on Naming Files, Paths and
Namespaces.

4. Click Apply and OK to close.

These locations can also be changed on the File Settings tab of the Admin Console dialog box.
Changing File Storage Location in Preferences

The file storage location is where your actual returns and associated data will be stored and accessed by the workstations.
This is not where backups of your returns are stored. Backups are stored separately under an ATX 2016 Backup folder on
your ATX server. To change your backup location see Changing Your Backup Location.

The Admin user typically changes the file storage location, if required. The storage locations can only be changed from
Workstation/Server or Server Only (using Admin Console) for Network installs.

"% The new location will only be used for data created after the change was applied. Existing data will not be moved to the
~ new location automatically. If you want existing data to be stored in the new location, the files must be moved
manually. See Manually Moving Files to a New Location.

While you cannot change the location where ATX installs, you can change where your data is stored, if desired.

For example, if you have an extremely large number of returns, companies, payers, or billing rates, you may want to use a
larger hard drive or faster computer.
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To change your file storage location:

1. Do one of the following:
« Click the Preferences button on the toolbar.

« Fromthe Return Manager, E-file Manager, or Bank Manager, click the Options menu; then, select
Preferences.

« From Rollover Manager, click the Tools menu; then, select Preferences.
2. Click the Backup and Files tab.

Preferences @
All Managers Backup
Return Manager Automatic Backup (Recommended)
Rollover Manager The program will automatically backup your data when certain things happen, such as when you
Preparer Manager close a return or when you close any of the following managers: Company, Payer, Preparer/ERO or
E-file Manager Billing. Up to 5 return revisions will be saved.
QeenRetuin Backup Location:
Select Forms
Client Communication | = ‘ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Backup Browse |
Print
Form Display File Storage
Updates You may choose to store your files (return, return data, e-files and asset information) to a location
Calculator other than the default.
Backup and Files Files Storage Location:
C\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Files Browse |
For network installations, the paths above can only be modified on the server.
(7] Helg@ Reset Defaults Cancel |

3. Under the File Server section, click the Browse button to select a new path for the Storage Location field.
4. Click Apply and OK to close.

These locations can also be changed on the File Settings tab of the Admin Console dialog box.
Manually Moving Files to a New Location

Backups and files created prior to changing a backup or file storage location will not be moved to the new location

automatically. If Backup and/or File Storage locations are changed, any files previously stored in the default locations must
be moved manually.

To manually move your existing backups and files to a newly designated location:

1. After the Backup and/or File locations have been changed, close ATX.

2. Navigate to the ATX 2017 Server. Existing Backup files are stored in the ATX 2017 Backup folder and Data files
are located in the ATX 2017 Files folder.

% The default location is \ProgramData\CCH Small Firm Services\ATX 2017 Server.

3. Openthe ATX 2017 Backup folder or the ATX 2017 Files folder, depending on which files are being moved.

Do not copy/move the entire folder.
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4. Press Ctrl+A to select all files within the open folder, and then press Ctrl+C to copy all selected files.

5. Browse to the newly designated location and open the ATX 2017 Backup folder or the ATX 2017 Files folder,
depending on which files are being moved.

6. Press Ctrl+V to paste the copied files into the open folder.

% Do not copy or remove the DataStore folder from the ATX 2017 Server folder. Doing so will result in
“==undesirable conditions/behavior in ATX.

Manual Backup

Although we strongly recommend that you use Automatic Backup, a Manual Backup feature is available if you prefer make
additional backup copies in alternate locations.

By default, manual backups are saved to the location shown on the Backup and Files tab of the Preferences dialog box.
To change the default location for a manual backup:

1. Do one of the following:
« Click the Preferences button on the toolbar.

« Fromthe Return Manager, E-file Manager, or Bank Manager, click the Options menu; then, select
Preferences.

« From Rollover Manager, click the Tools menu; then, select Preferences.
2. Click the Backup and Files tab.

Preferences @
All Managers Backup
Return Manager Automatic Backup (Recormmended)
Rollover Manager The program will automatically backup your data when certain things happen, such as when you
Preparer Manager close a return or when you close any of the following managers: Company, Payer, Preparer/ERO or
E-file Manager Billing. Up to 5 return revisions will be saved.
DeenRetuin Backup Location:
Select Forms
Client Communication | = ‘ProgramDatatCCH Small Firm Services\ATX 2017 Server\ATX 2017 Backup Browse |
Print
Form Display File Storage
Updates You may choose to store your files (return, return data, e-files and asset information) to a location
Calculator other than the default.
Backup and Files Files Storage Location:
C:\ProgramData\CCH Small Firm Services\ATX 2017 Server\ATX 2017 Files Browse |
For network installations, the paths above can only be modified on the server.
(7] Helg@ Reset Defaults Cancel |

3. Click the Browse button under Backup Location to navigate to and select a new backup location.
4. Click Apply and OK to close.

To manually backup returns and other data:

1. Disable the Automatic Backup on the Backup and Files Preferences before running a manual backup.
2. From Return Manager, click the Returns menu; then, click Backup Returns.
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Backup El

Backup Location: | C\ProgramData\CCH Small Firm Services\, ~ ‘ [ Browse... | Other Data:
Companies
Payers

Name Last Modified Last Backed Up Details
Preparers

ABC Industries 28 mins age 31 mins ago Form Rates

ACME Enterprises LLC 28 mins ago 31 mins ago Hourly Rates
Setup Data (]

Doe, John and Jane 28 mins age 30 mins ago Asset Classifications

Taxpayer, John Q 28 mins age 30 mins ago Custom Reports

m »

Show 10 rows per page v| L] 4 | Page 1 ofl | » M | 1-4ofd

7] Help 8h Start using automatic backup Close |

3. Select the check box(es) for return(s) to be backed up or select the Name check box to select all files.

Selecting the Name check box will select all rows shown on the page. Increase the number of rows shown per
=== page in the drop-down list at the lower left of the Backup dialog box to select more returns at once.

%, Entertextintothe Search by name... to show only those returns matching the criteria entered.

4. Under Other data:, select the check box for Companies, Payers, Preparers, Form Rates, Hourly Rates,
Setup Data and Asset Classifications as desired to be included in the backup.

5. Click Browse to navigate to and select another backup location if desired.

Selecting another location from the Backup dialog box will not change your default backup location. If you
=== want to change your default backup location, you can do so via the Backup and Files tab of the Preferences
dialog box or from the Admin Console.

6. Click Backup.
7. Click Close.

Setup Data

Setup Data is a consolidated group of data that includes the following types of information that you use regularly in ATX:
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« Preferences - all the preferences you've selected for your system
« Security Manager information that you've set up

« Print Packet settings

» Custom Client Letters

o Customized Master Forms

« EFIN Enrollment Data

« Unpostable Funds records

« Enhanced Asset Management settings

o PRS purchases
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Backing up Setup Data

Setup Data is not backed up automatically. Setup Data can be manually backed up by selecting the Setup Data check
box from the Backup dialog box. When needed, Setup Data can be restored using the Restore function.

To back up your Setup Data, use the following steps:

1. From Return Manager, click the Returns menu; then, click Backup.

Backup El
Backup Location: | C:\ProgramDataCCH Small Firm Services\ - ‘ [ Browse... | Other Data:
] Companies
" " D Payers

|:| Mame Last Modified Last Backed Up Details £l Frgeaas
[[] ABC Industries 28 mins age 31 mins ago [T Form Rates
[F] ACME Enterprises LLC 28 mins age 31 mins ago ] Hourly Rates

[ Setup Data
[C] Doe, John and Jane 28 minsage 30 mins ago [] Asset Classifications
[C]  Taxpayer, John Q 28 mins ago 30 mins ago [] Custom Reports
1 (L} 3
Show 10 rows per page v‘ 1] 1 | Page 1 ofl » W |1-4ofd

@ Help {57 Stert using sutomatic backup Close |

2. Under Other data, select the check box for Setup Data to be included in the backup.
3. Click Browse to navigate to and select another backup location if desired.

Selecting another location from the Backup dialog box will not change your default backup location. If you

=== want to change your default backup location, you can do so via the Backup and Files tab of the Preferences
dialog box or from the Admin Console.

4. Click Backup.
5. Click Close.

Restoring Setup Data

To restore Setup Data:

1. Click the Returns menu; then, select Restore Returns.
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Restore =]
Restore From: | C:\ProgramData\CCH Small Firm Services\ ~ | Browse,., | Other Date:
[C] Companies
[C] Payers
[ Name Last Medified Backup Versicn Details [C] Preparers
[7] Carson, leremy R and Karen F 2weeksago |2 weeks age - Form Rates
Hourly Rates
[C]  Sample, Jim and Jane 2weeks ago |0 mins ago - N
E 2 - | [] Setup Data @
[ Good, Johhny 2 weeksago [0 mins ago ~| t Classifications
] Gale, Mary A 2weeksago |0 mins ago | Custom Reports
[C]  Ambrose, Samuel ) and Diane W 2weeksago |0 mins ago - |
[T Sample Sam 2 weeks ago |0 mins ago ~|
[E]  Hammill, Timothy 2weeksago |0 mins ago 2 |
[E] The Business 2 weeksago [0 mins ago -

ShnwlﬂmwsperpagEv| W |« Page 1 oft | b || LB0f8

@ Open returns cannot be restored and have been disabled. If any restored returns contained e-files, you will be prompted to
Receive Acks so that the e-file status can be updated to the most current value,

@ Help {5 Restore All Returns Close |

2. Under Other data, select the Setup Data check box.
3. Click Restore.
4. Click Close.

Restoring Returns

ATX’s Backup and Restore functions work in tandem. Only data that has been backed up by ATX may be restored using the
Restore function.

To restore backed up returns and related data:

1. Click the Returns menu; then, select Restore Returns.

Restore =]

Other Data:
ijCormpames

[F] Payers
Name Last Modified Backup Version Details B Preporess

Carson, Jeremy R and Karen F 2weeksago [2weeksage | Form Rates

Sample, Jim and Jane 2 weeks ago @l f :':tﬁ:'[,:::e®
Good, Johhny 2 weeks ago @l Asset Classifications
Gale, Mary & Zwecksago [Ominsege v Custom Reports
Ambrose, Samuel ) and Diane W 2 weeks ago @l

Sample, Sam lweeksage [Ominsago <]

Hammill, Timathy Zwecksago [Ominsege v

The Business 2 weeks ago @l

Restore From: | C:\ProgramDate\CCH Small Firm Services), + || Browse...|

i i e e e I R

Shnwlﬂrnwsparp598v| Wl 4 Page 1 oft » || W 18of8

@ Open returns cannot be restored and have been disabled. If any restored returns contained e-files, you will be prompted to
Receive Acks so that the e-file status can be updated to the most current value.

@ Help {5 Restore All Returns Close |
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Returns that are marked as Open may be open on another network user's computer. Open returns will not be
== restored.

2. Do one of the following:
« Select the check box(es) for the return(s) to be restored or select the Name check box.

“%, Entertextintothe Search by name... to show only those returns matching the criteria entered.

« Torestore all returns, click the Restore All Returns link.

3. Note the information listed under the Last Modified and Backup Version columns and either select which backup
version to restore or leave the default setting to restore the most recent version.

% If there are multiple backup versions of a particular return, the versions are listed in the drop-down list in the
Backup Version column.

4. Click Browse to navigate to and select another backup location if desired.

5. Under Other data:, select the check box(es) for Companies, Payers, Preparers, Form Rates, Hourly Rates, or
Setup Data as desired to be restored.

6. Click Restore.

Returns of the same name on your system must be replaced. Existing returns can be renamed if you would
== preferto keep both the old and new versions. See Renaming Returns.

Confirm Replace ]

@ A return named "ABC Industries' already exists.

Do you want to replace this return?

[ Replace ] [ Replace All | [ Skip | [ Cancel

7. Do one of the following:
« Click Replace to replace only the return named in the message.

" You will be asked again for each return that has a match on your system.

« Click Replace All to replace all returns being restored without being asked about any other returns in the batch.
« Click Skip to skip the return named in the message.

Skipped returns will not be restored.

« Click Cancel to abort the action.

8. Click Close.
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Restoring Other Data

ATX’s Backup and Restore functions working in tandem: only data that has been backed up by ATX may be restored using
the Restore function. While restoring backed up returns, you can also restore “other data,” such as Companies, Payers,
Preparers, Form Rates, Hourly Rates, Setup Data, Asset Classifications, and Custom Reports.

To restore Other Data:

1. Click the Returns menu; then, select Restore Returns.

Restore =]
Restore From: | C:\ProgramData\CCH Small Firm Services) + || Browse,., | Other Date:
[7] Companies
o - [C] Payers

Name Last Medified Backup Versicn Details Preparers
Carson, Jeremy R and Karen F 2weeksago |2 weeks ago - Form Rates
Sample, lim and Jane 2weeksago |0 mins ago = | B R

= setup Data @
Goad, Johhny 2weeksago |0 mins ago -] Asset Classifications
Gale, Mary A 2weeksago |0 mins ago | Custom Reports

| Ambrose, Samuel ) and Diane W 2weeksago |0 mins ago - |
Sample, Sam 2 weeksago [0 mins ago -
Hammill, Timethy 2 weeks age |0 mins age -

] The Business 2weeksago |0 mins ago '|

Shnwlﬂrnwsparp598v| Wl 4 Page 1 oft » || W 18of8

@ Open returns cannot be restored and have been disabled. If any restored returns contained e-files, you will be prompted to
Receive Acks so that the e-file status can be updated to the most current value.

@ Help {5 Restore All Returns Close |

2. Under Other data:, select the check box(es) as needed to restore the desired information.
3. Click Restore.
4. Click Close.

Backup vs. Export

Although both Backup and Export can be used to archive returns, each function stores different types of data and stores the
files in different formats. The following differences between the features may help you decide the appropriate feature based
on the task at hand:

The Backup feature:

« Has an Automatic Backup option.

« Saves multiple versions of the return.

« Saves PRS Authorization information (Manual Backup with Setup Data included is required).
« Is intended to be used as part of your office’s overall data storage/backup plan.

« Stores datain an *.atx[taxyear]backupt file format (such as *.atx17bakcup).

« E-Fileinformation is included with the backup.

« Should be used in conjunction with the Restore feature to get data back into ATX.
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The Export feature:

o Must be performed manually.

« Saves only the most recent copy of a return.

« Stores data in an *.atx[taxyear]JExport file format (such as *.atx17Export).

» Does not save PRS Authorizations information.

« Requires you to synchronize E-file information with EFC after import.

« Should be used in conjunction with the Import feature to get data back into ATX.
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20

Organizers

An Organizer is a pre-assembled packet of worksheets that can help you and your clients organize tax information for
the upcoming tax season. When you add an organizer to the client's return, information from the client's previous tax
year return is populated in the organizer worksheets.

Organizers can be added to any 1040 return. Choose between the 1040 Comprehensive Organizer and the shorter
version—the 1040 Standard Organizer.

" When the Organizers become available this fall, you must have version 16.6 of ATX 2016, in order to print the
2017 Organizers.

Organizer Types

1040 Comprehensive Organizer

By default, a customizable 1040 Comprehensive Organizercan be added to any 1040 return. It includes detailed
worksheets for items such as income, deductions, contributions, and Schedules K-1 received by your clients.

1040 Standard Organizer (Condensed)

The 1040 Standard Organizer is a more condensed organizer in which Organizer Sheets cannot be added or removed.
To use the Standard Organizer, you must disable the default Comprehensive Organizer in Select Forms
Preferences.

Organizer Preferences

Organizers allow you to select from the following Preferences:
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« Suppress SSNs when printing Organizer: This preference hides Social Security numbers on printed Organizer
worksheets. With this preference enabled, printed Social Security Numbers will appear as XXX-XX-XXXX, enabling
you to protect your client's privacy. This preference is enabled by default. See Print Preferences.

« Use Comprehensive Organizer: This preference sets the Comprehensive Organizer as the default organizer.
Disabling this option sets the Standard Organizer as default.

« Include Organizer Letter and/or Engagement Letter with the Organizer Packet: These preference options are
enabled by default. With these preferences enabled, the Organizer Letter and Engagement Letter automatically
load when an organizer is added to a return.

%, Whenyou use the Create Organizer for Marked Returns feature or the Print Organizers for Marked Returns
- feature, ATX adds or prints the Organizer according to your preference selections on the Select Forms Preferences
tab. Check your preference settings before using these options to ensure the appropriate organizer and/or organizer
letters are added to the returns.

Organizer Types

There are two types of organizers, the Comprehensive Organizer and the Standard Organizer. By default, the
Comprehensive Organizer is added to returns.

To change to the Standard Organizer:
1. From Return Manager, click the Preferences toolbar button.
The Preferences dialog box appears.
2. Click the Select Forms tab.

Clear the Use Comprehensive Organizer check box.
4. Click OKto apply your changes and close the Preferences dialog box.

w
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Comprehensive Organizer

Unlike the Standard Organizer, the Comprehensive Organizer is a customizable set of forms that can be included in a
copy of last year's return.

The Comprehensive Organizer contains the following sheets by default:

Default Comprehensive Organizer

Forms & Worksheets Information found on these pages

Organizer Letter Cover letter form that explains the purpose and contents of the Organizer.

A client letter form that spells out the business agreement between your

Organizer Engagement Letter firm and your client.

- . . Customer's name, address and mailing barcode. Page can be slipped into

Mailing Slip - Portrait . .
a standard 9x12 envelope with a window.

General information, such as Name, SSN, Phone, E-mail, Filing status,

General and Address.

Select the detail sheets that you want to include in this customer's
Organizer Options Organizer packet, such as Dependent Information, Wage Information (W-
2), and Interest Income.

Select the questions that you want included in this customer's Organizer
Questions packet, such as "Did your marital status change since last year?" or "Are
there any changes in your dependents?"

Comments A page for customer comments.

The following types of itemized deductions: Unreimbursed Employee
Employee and Other Misc Expenses, Certain Miscellaneous Deductions (tax or attorney fees, IRA
custodial fees), Other Miscellaneous Deductions.

Standard Organizer

In contrast to the Comprehensive Organizer, the Standard Organizer is a condensed, non-customizable group of forms
that can be printed with a return for your customers. With the exception of the Organizer Engagement Letter, nothing can
be added to or removed from Standard Organizers.

The Standard Organizer contains the following forms:

Standard Organizer Forms &

Worksheets Information found on these pages

Cover letter form that explains the purpose and contents of the

Organizer Letter Organizer.
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Standard Organizer Forms &
Worksheets

Organizer Options

Mailing Slip - Portrait

Page 1
Page 2

Page 3

Page 4

Page 5
Page 6
Page 7

Page 8

Custom

Information found on these pages

Specify an appointment time on the Organizer Letter; also, select the
detail sheets that you want to include in this customer's Organizer
packet, such as Dependent Information, Wage Information (W-2), and
Interest Income.

Customer's name, address and mailing bar code. Page can be slipped
into a standard 9x12 envelope with a window.

Basic taxpayer, dependent, wage, salary, pension, and IRA
information.

General, business and investment questions.

Interest and dividend income, income or loss from partnerships, S
corporations, and trusts.

Gains or losses from sales of stocks, securities or other assets, other
income and adjustments to income.

Itemized deductions, education and childcare or dependent care
expenses.

Federal, state and local or other estimated taxes paid.

Vehicle information and expenses, auto mileage documentation and
business use of home.

Comments page.

(Blank)

Changing the Organizer Type

To change from the default Comprehensive Organizer to the Standard Organizer:

1. From either the open return or from Return Manager, click the Preferences button on the toolbar.

The Preferences dialog box opens.

2. Click the Select Forms tab.

w

Clear the Use Comprehensive Organizer check box.

4. Click OKto apply your changes and close the Preferences dialog box.
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Adding Organizers to Returns

%, Organizers can only be added to 1040 returns.

You can add an Organizer to:

« Anopen return
« Asingle return in Return Manager
« A batch of returns in Return Manager

The Comprehensive Organizer is the default organizer type added to 1040 returns. To change the organizer type, see
Changing the Organizer Type.

Adding Organizers to Open Returns

To add an Organizer to an open return:
From the open return, click the Forms menu; then, expand the Organizer fly-out menu and select Add Organizer.

The Organizer and an Organizer Letter are added to the return. They appear as form tabs. The Organizer Letter opens
immediately. To add Organizer Sheets:

1. Open the return to which you wish to add Organizer Sheets.
2. Click the Organizer tab so that the Organizer Options is displayed.
3. Select the check boxes for additional forms to be included in the Client Organizer.

1040 EF Info
Bank Account
W-2

| Organizer
Organizer Letter TAX ORGANIZER

Organizer Engagement Letter
2060

|40 [ Edi

Dear Karen Barnes,
Enclosed is your Tax Organizer for tax year 2017,

Your Organizer contains several sections that include common expenses and deductions that many taxpayers
overlook. Please review these sections carefully. Depending upon your tax bracket, you may save as much as $35
for each $100 in deductible expenses you find in your 2017 records.

If our firm prepared your return last year, your prior year amounts are included in the Prior Year Amount column of
your Organizer Use this information to help you remember the types of income and deductions you reported last
year

To complete the Organizer, enter all relevant information in the designated areas on each page. Please add any
notes or questions that will help us prepare a complete and accurate return for you and to plan with you how to
manage your tax situation in future years

"% You can also add an Organizer from the Select Forms Dialog Box. See Adding Forms to a Return.
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Adding Organizers to a Batch of Returns

In most cases, you can add organizers to a batch of 1040 returns in the Return Manager. The only exceptions are returns
that are password-protected, and returns that are currently open. In these cases, you must add the Organizer from inside the
return. See Adding Organizers to Open Returns.

To add organizers to a batch of returns:

1. InReturn Manager, mark the returns to which you want to add an Organizer.
2. Click the Returns menu; then, select Organizers.
3. Select Create Organizer for Marked Return.

Create Organizer for Marked 1040 Returns [

An erganizer will be created for the following marked 1040 returns:
Name Details
Sample, Jim and Jane
Cobb, Richard C
Sample, Sam

Ford, Steven E and Stephanie Password protected
1| n >

[ Add letters (even if previcusly discarded)

a® Seme marked returns cannot have an erganizer added and have been unmarked.
Password Protected returns must have crganizers added individually.

@ Help [ Create Organizers] [ Cancel |

% Open and password-protected returns will appear as locked. Organizers can only be added to these from
within the open return.

4. Click Create Organizers.
5. Open any of the marked returns to see the Organizers.

Creating a Blank Organizer for a New Return

The simplest way to generate an organizer for a new customer is to create a new 1040 return with a blank Organizer attached.
To create a blank organizer for a new 1040 return:

From Return Manager, click the Returns menu; then, expand the Organizers fly-out menu and select Create Blank
Organizer for New Return.

The new return opens with the Organizer attached.

540



Use the Organizer Letter for Scheduling

To add or change the appointment time for an Organizer Letter:
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1. Inthe open return, click the Organizer form tab. (If you haven't added an Organizer, see Adding Organizers to

Returns.)

2. Onthe Organizer Options worksheet, enter/modify the Date and Time of the appointment (the day is
automatically entered by the system).

1040
1040 EF Info

l:lPrint this workshest Prepare Organizer for Tax Year: o

Bank Account

W-2

Organizer

QOrganizer Letter

Organizer Engagement Letter

Organizer Options
1 Appointment Information
Date
D
Time:
2 Miscellaneous
to SUPPRESS Social Security Mumbers throughout this organizer.
to display detail sheets for inputfadjustment purposes for those marked below with an asterisk.

3 Printing
Check ("X”) to include Enter # of additional

in printed Organizer blank pages to print

Mailing Slip
Comments
[ |Estimated Payments*

3. Toconfirm that the dataiis i

n the Organizer letter, click the Organizer Letter tab.

1040

1040 EF Info
8360

Bank Account
W-2

QOrganizer
Organizer Letter

QOrganizer Engagement Letter

Edit |

TAX ORGANIZER

Dear Karen Bamnes,
Enclosed is your Tax Organizer for tax year 2017

Your Organizer contains several sections that include common expenses and deductions that many taxpayers
overlook. Please review these sections carefully. Depending upon your tax bracket, you may save as much as $35
for each $100 in deductible expenses you find in your 2017 records.

If our firm prepared your return last year, your prior year amounts are included in the Prior Year Amount column of
your Organizer. Use this information to help you remember the types of income and deductions you reported last
year.

To complete the Organizer, enter all relevant information in the designated areas on each page. Please add any
notes or questions that will help us prepare a complete and accurate return for you and to plan with you how to
manage your tax situation in future vears.

If you answer Yes'to any of the General Business and Investment questions, please provide detailed information
with your answer.

We have scheduled your appointment for:

Day: Thursday
Date: January 18, 2018
Time: 3:50 PM

When you arrive for your appeintment, please bring your Organizer and any of the following that apply to your tax
situation:
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Adding Organizer Sheets

Organizer Sheets may be added to a Comprehensive Organizer to allow for customization.

A Sheets cannot be added to or removed from a Standard Organizer.

| —

To add Organizer Sheets:

1. Open the return to which you wish to add Organizer Sheets.
2. Click the Organizer tab so that the Organizer Options are displayed.
3. Select the check boxes for additional sheets to be included in the Organizer.

|:|Print this worksheet Prepare Organizer for Tax Year:

Organizer Options

1 Appointment Information

Date: [ ]

pay [

Tme: [
2 Miscellaneous

Check ("X") to SUPPRESS Social Security Numbers throughout this organizer.

|:| Check ("X") to display detail sheets for inputfadjustiment purposas for those marked below with an asterisk.
3 Printing

Check ("X") to include Enter # of additional
in printed Organizer blank pages to print

IMailing Slip

Comments

Estimated Payments*

Dependents®. . . . . . . . . . . . . . . . . ... .
Wages*. . . . . L Lo L L L
Fension®. . . . . . . . ..o Lo oL
Foreign Employer Compensation & Pension™. . . . . . .
Interest/Dividends (Combined)®

Interest* . . . . . . ..o Lo Lo .
Dividends™. . . . . . . . . . . ... oL .
Seller Finance® . . . . . . . . L Lo L. oL L
Savings Bond Exclusion®

Alimony

Business Assets

Business C-EZ*

Business C-EZ Vehicle

[T TTTTTTTT I I

Deleting Organizer Sheets

Organizer Sheets may be deleted from the Comprehensive Organizer to allow for customization.

A Sheets cannot be deleted from the Standard Organizer.

| —

To delete an Organizer Sheet:

1. Open the return from which you wish to delete an Organizer Sheet.
2. Click the Organizer tab so that the Organizer Options display.
3. Remove the "x" from the check box, for sheets you do not want included in the Organizer.
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Organizer Engagement Letter

An Organizer Engagement Letter is a client letter that spells out the business agreement between your firm and your
client. By default, the Organizer Engagement Letter is automatically added to all 1040 returns via a preference on the Select
Forms Preferences.

% The Organizer Engagement Letter is added with either the Comprehensive Organizer or the Standard Organizer.

Adding Organizer Engagement Letters to Returns

You can add Organizer Engagement Letters to returns by:

« Adding Organizers to Retumns (the Organizer Engagement Letter will automatically be included); or.
« Adding an Organizer Engagement Letter to the return from the Client Communication Manager.

To add the Organizer Engagement Letter from the Client Communication Manager:

Open the return.

Click the Forms menu; then, select Client Letter.

Under Templates, scroll down and select Organizer Engagement Letter.

Do one of the following:

« Right-click and select Attach letter(s) to return.

« Click the Attach toolbar button; in the Attach to Return dialog box click the Attach button.

> Dd =

Disabling the Organizer Engagement Letter
To disable the preference that automatically adds the Organizer Engagement Letter to returns:

1. Select the Preferences toolbar button.
2. Click the Select Forms tab.
3. Clearthe Organizer Engagement Letter check box.
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Printing Organizers

You can print organizers in two ways:

« From an open return, print organizers one at a time.
» From Return Manager, print a batch of organizers.

Printing an Open Return's Organizer

1. Open the return.

2. Do one of the following:
o Click the Print toolbar button.
« Click the Returns menu; then, select Print Returns.
o Press Ctrl+P.

Printing Organizers for Marked Returns

In most cases, you can print a batch of 1040 returns from the Return Manager. The only exceptions are returns that are
password-protected, or returns that are currently open. In both of these cases, you must add the Organizer from inside the

return.

%, The Print Organizer for Marked 1040 Returns prints according to your settings on the Select Forms Preferences
tab. Check your preference settings before using these features to ensure the appropriate organizer and/or organizer

letters are added to the returns.

1. InReturn Manager, mark the returns for which you want to print an Organizer.

2. Click the Returns menu; then, select Organizers.
3. Select Print Organizers for Marked Return.

The Print Organizers for Marked Returns dialog box appears:

Print Organizers for Marked 1040 Returns

1040 return that does not include one.

An erganizer will be printed for the following marked returns and will be automatically added to any marked

B

Name Details
Sample, Jim and Jane
Cabb, Richard C
Sample, Sam

Ford, Steven E and Stephanie Password protected

‘| m

[T] Add letters (even if previously discarded)

@ Some marked returns cannot be batch printed and have been unmarked.
Password Protected returns must have crganizers added individually.

@] Help Print Organizers | [

J

4. Click Print Organizers.
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The Returns Marked for Printing dialog box appears:

Returns Marked for Printing: 3 [E]

You can change print settings in Preferences,

Adjust print settings

-Printing Order

@ Company name/Last name ) City
) Client number | State
) Current return manager order 2 Zip

- Copies to print

Filing Copy Client Copy Preparer Copy Custom Copy
(7] Help =) Printer Setup Print ] [ Cancel

5. Make adjustments to the printing order if desired.

"% The Copies to print options are set in your Print Preferences.

6. Click Print.

The Print Progress dialog box appears.

7. Click Close when you're finished.
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Keyboard Shortcuts

Many of the program's commands and features are accessible through keyboard shortcuts.

To perform these keyboard shortcuts, press and hold the two (or more) keys shown. For example, to start a new
return (Ctrl+N), press and hold the Ctrl key, and then press and hold the N key.

Global Shortcuts
The shortcuts in the following table are valid in every program view (all main and secondary managers):

Shortcut Description
F1 Opens Program Help.

Alternately positions cursor at the end of the active field and highlights text in the same field. Can be used

F2 to edit the active field.

Return Manager Shortcuts

The shortcuts in the following table are valid only when you are in the Return Manager:

Shortcut Description

Ctri+D Opens the Duplicate Selected Return dialog box, enabling you to duplicate the selected return.
Ctri+F Places cursor in the Find field of any main or secondary manager.

Ctrl+N Opens the Select Forms Dialog Box, which is the first step in creating a new return.

Ctrl+O Opens the selected return.

Opens the Returns Marked for Printing dialog box, which allows you to specify print settings for

Ctrl+P .
selected returns. Allows you to print one or more returns.

Ctrl+Delete Deletes the selected return.

F8 Opens the Calculator.
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Rollover Shortcuts

The following shortcuts are valid when you are in the Rollover Manager:

Shortcut
Ctrl+F
Ctrl+N
Ctrl+R

F8

Description

Places cursor in the Find field of any main or secondary manager.

Opens the Select Forms Dialog Box, which is the first step in creating a new retumn.
Begins the Rollover Managerprocess for returns that have been selected.

Opens the Calculator.

E-file Manager Shortcuts

The following shortcuts are valid when you are in the E-file Manager:

Shortcut
Ctrl+F
Ctri+K
Ctrl+O
Ctrl+R
Ctri+T

Ctri+Delete

Description

Places the cursor in the Find field of any main or secondary manager.
Downloads e-file acknowledgements (Receive Acks).

Opens related retumn.

Displays e-file rejection errors.

Transmits marked e-files.

Deletes the selected e-file.

Bank Manager Shortcuts

The following shortcuts are valid when you are in the Bank Manager:

Shortcut
Ctrl+F
Ctrl+N

Ctrl+O

Description
Places the cursor in the Find field of any main or secondary manager.
Opens the Select Forms Dialog Box, which is the first step in creating a new retumn.

Opens the selected return.

Preparer/ERO Manager Shortcuts

The following shortcuts are valid when you are in the Preparer/ERO Manager:
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Shortcut  Description

Ctrl+F Places the cursor in the Find field of any main or secondary manager.

Ctri+Delete Delete the selected preparer/ERO.

Company Manager Shortcuts

The following shortcuts are valid when you are in the Company Manager:

Shortcut  Description

Ctri+F Places the cursor in the Find field of any main or secondary manager.

Ctrl+Delete Delete the selected company.

Payer Manager Shortcuts

The following shortcuts are valid when you are in the Payer Manager:

Shortcut  Description

Ctrl+F Places the cursor in the Find field of any main or secondary manager.

Ctri+Delete Delete the selected payer.

Billing Manager Shortcuts

The following shortcuts are valid when you are in the Billing Manager:

Shortcut  Description

Ctrl+F

Ctri+Delete = (Only on Hourly Rates tab) Clears the selected field.

Open Return Shortcuts

The shortcuts in the following table are valid when working in an open return.

Shortcut  Description

Ctri+1 Deletes the current form from the open return.

Ctri+Shift+1
return.

CtrlI+A Add a new record (Input Sheets).

Places the cursor in the Find field of any main or secondary manager.
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Opens the Discard Multiple Forms Dialog Box which allows you to delete multiple forms from the open
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Shortcut
Ctri+B
Ctrl+C
Ctrl+D
Ctri+E
Ctrl+F

Ctri+l

Ctri+N

Ctrl+O

Ctri+P

CtrlI+R

Ctrl+S
Ctri+T
Ctrl+V
Ctrl+X
Ctrl+Z
Ctrl+(+)

Ctrl+(-)

Ctrl+Page
Up/
Ctrl+Page
Down

F3

F4
F6
F7

F8

550

Description

Go back to the previous page or form.

Copy the contents of a field or cell to clipboard.

Delete the current record (input sheets).

Check the return for errors (opens the Diagnostics pane).
Add a form (opens the Select Forms Dialog Box).
Create an itemized list for the current field.

Opens the Select Forms Dialog Box, enabling you to create a new return. If you have less than 3 returns
open, you are taken back to Return Manager and the Select Forms Dialog Box opens. If you have 3
returns open, you'll receive a Maximum Returns Allowed message.

Opens the Forms in Return dialog box that lists all forms in the return.
Opens the Print Return Dialog Box, enabling you to print the entire return or a portion of it.

Restore the field (when it has been overridden or removes a custom link to another worksheet or schedule,
such as an itemized list).

Save the return.

Insert or edit a note.

Paste the contents of the clipboard into the current field.

Cut the content from the current field and place it on a clipboard.

Undo (Cancel the most recent Cut, Copy, Paste or Restore operation).
Enlarge the page (zoom in).

Reduce the page (zoom out).

Allows you to toggle from one page/worksheet to the next (Ctrl+Page Up) or to the previous (Ctrl+Page
Down) page/worksheet.

Gives you access to the Government Instructions for the form. When you press F3, the Select Forms
Dialog Box opens; scroll to the form, and click the View Instr link. If instructions are not yet installed, you
can check for updates.

Marks an amount as an estimate.
JumpTo.
Cross Reference.

Opens the Calculator.



Shortcut

F11

Client Communication Manager Shortcuts

Description

If the Calculator is open, captures the current field contents.
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The shortcuts in the following table are valid only when you are in the Client Communication Manager:

Shortcut
F2

ESC key
CtrlI+A
Ctri+B
Ctri+C
Ctri+E
Ctrl+F
Ctrl+l
Ctrl+J
Ctrl+L
CtrlI+N
Ctrl+O
Ctri+R
Ctrl+S
Ctrl+U
Ctrl+V
Ctrl+X
Ctrl+Y

Ctrl+Z

Description

Rename selected template (only for user created templates).

Close or open the Client Communication Manager.

Select all text inside a paragraph.
Bold the selected text.

Copy the selected text.

Center text.

Find/Replace.

[talicize the selected text.
Justify text.

Align text to the left.

Start a new template.

Open the selected template.

Align text to the right.

Save the current template or letter.

Underline the selected text.

Paste the item.

Cut the selected item.

Redo.

Undo (cancel the most recent Cut, Copy, Paste, or Restore operation).

Calculator Shortcuts

The following shortcuts are valid when you are working with the Calculator:
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Shortcut Description

F8 Open the Calculator.

Ctrl+F8 Close the Calculator.

Ctrl+L Clear memory.

Ctrl+R Recall the item that is stored in memory.
Ctri+M Store the item in memory.

Add the current value to the value stored in memory. If a value is stored in memory, an M appears to

Cri+A the left of the screen.

Ctri+S Subtract the current value from the value stored in memory.

Delete Clear the current entry.

Ctrl+Delete Clear all calculator entries.

F9 Plus/Minus.

Enter Equals.

F11 Capture.the number from any field on any form, schedule, or worksheet so you may useitina
calculation.

Insert Insert value into the current cell on the form.

552



Index

2016 Returns Tab 152

Accounting Import 366
Accounts Receivable Tab 135

Acknowledgements
Bank 181
Managing 392
Receiving 394
Reviewing History 393

Actions, Required E-file 385

Activating A Stand-alone System 22

Activating The Product On A Server/Workstation 44
Activating The Product On A Workstation 34

Activation Codes
Dialog 52
For Other Products 114

Adding Forms To A Return 283
Adding New Asset 429
Adding Payers 195
Adding Preparers To System 186
Adding Records To Input Or Detail Worksheets 350
Admin Console 80
Accessing 80
Admin User 71
Admin User, Reset Password 76
Admin User, Setup Checklist 110
All Managers Preferences 244
Alternative Minimum Tax Form, Include In 1040
Returns 252
Amending Returns 304
Application Managers 93
Appointment Times, Organizer Letter 541
Asset
Display Calculations 416
Asset Classifications 441
Asset Entry
Fixed Asset Manager Vs Enhanced Asset Manager 412
Asset Entry Interface 413
Asset Entry Overview 411
Asset Global Settings 444
Bonus Elections 447
Input Defaults 445
State Calcs 448
Tax Year Information 449-450
Asset History 429
Asset Information Pane 417
Assets
Delete Sold Assets Preference 247
Disposition Of Single Assets 422
Duplicating 430
Entering Directly On Form 4562 462
Moving 431
Seach And Filter 414
Splitting 433
Standard Reports 457

Summary Information Pane 444
Attaching Letters To Returns 237
ATX Blog 103
ATX Communities 64
ATX Server

Stand-alone Environment 82
Auto-Save Returns Preference 252
Auto/Listed Tab 418
Automatic Backup 263, 521

Back Toolbar Icon 283
Backup
Automatic Backup Preference 263, 521
Backup Vs. Export 532
Change Location 524
Manual Backup Dialog Box 527

Backup And Restore 521
Backup Location, Changing 80, 83
Backup, Storage 264, 522

Bank Applications
Recreating 183
Transmitting Re-created 184

Bank Fee 175

Bank Manager
Bank Products Tab 168
Disbursements Tab 170

Bank Manager Filters 166
Bank Manager Menus 163
Bank Manager Overview 162
Bank Product Fees 175

Bank Products 171
Adding To Returns 180
Enrolling 178
Statuses 170

Bank Products Tab 168

Bank Status, Acknowledgements 181
Bank Technology Fee 176

Batch 475

Billing Invoice 223

Billing Invoice, Adding To Returns 222
Billing Manager Overview 212

Billing Rates
Changing For Open Returns 217
Exporting 218
FlatFee 223
Importing 220
Modifying In .csv File 219
Restoring 532
Setting Up Hourly Rates 215
Bonus Elections 447
Bulk Dispositions 423

Bulk Sales, See Bulk Dispositions 423

Calculated Depreciation, Viewing On 4562 464
Calculated Fields, Overriding 339

Calculator
Capture Value From Form 309



Insert Value Into Form 309
Memory Functions 308
Overview 306

Calculator Preferences 262

Carryover, On Tax Summary/Carryover Worksheet 399

CAS, Exporting 368
Cch IFirm
Import Contact Data 490
Send Inovice 495
Timers 497
CCH IFirm 487
Export Contact 490
Job Status 494
Menu 489
Setup 487
Sync 492
SyncNew Contacts 491
Changing The File Storage Location 85
Changing Your Backup Location 83
Check For Form Updates When Opening Rolled
Returns 248
Check Printing 476
Alignment 479
Configure Printer 477
Check Return 312
Reviewing Overridden Fields 314
Check Return Filters 313
Check Return Filters Preference 253
Checklist, Setup (Admin) 110
Client Communication Manager
Toolbar 226
Client Communication Manager, Overview 224
Client Letter
Adding Digital Signatures 234
Adding Graphics 234
Adding Organizer Engagement Letter 543
Attaching To A Return 237
Creating Letters From A Template 230
Deleting 235
Edit Mode Vs. Preview Mode 228
Exporting 239
Importing 238
Inserting A Table 236
Menus 225
Overview 405
Templates 229
Using Variables 231
Client Letters
Printing 240
Client List, Exporting 144
Client List, Printing 483
Closing Returns 292
Columns,re-arranging And Resizing 125
Companies
Adding To System 192
Deleting 193
Exporting 194
Inserting On Returns 193
Restoring 532
Company Information Worksheet 310
Company Manager, Overview 191
Converted Returns, Importing 141
Copy Function 338
Create E-file Dialog 381

Creating E-files 380
With Bank Products 181

Creating Returns 268

Cross Reference Feature 282
Csv Files, Importing 354
Custom Fields, Creating 137

Custom Lists
Creating 322
Saving As Template 326
Updating Templates 327

Customer Service Utilities 66
Refreshing Application Configurations 67
Send Diagnostics To Customer Service 68
Send E-file Log To Customer Service 69
Send Return To Customer Service 67
Sync E-files With EFC 69

Customize Fields Feature 137

Customize Master Forms
Restoring To Original State 318

Customize Master Forms Dialog 317
Customizing Master Forms 315
Cut Function 338

Data Entry Errors, Validation 252
Data Storage, Changing Location 15
Data Validation 336

Default Backup Location 264, 522
Default State Preference 254

Default User Names And Groups 200
Delete Sold Assets Preference 247

Deleting
Companies 193
Marked E-files 391
Marked Returns 301
Payers 197
Returns 300
Standard Client Letters 410
Users 206

Deleting Organizer Sheets 542

Deleting Records, From Input Worksheet 350

Deleting Rows From Detail Worksheet 350

Deleting Rows From Lists 334

Depreciation And Section 179 Tab 417

Detail Schedules, Completing 349

Detail Schedules, Multi-copy 349

Detail Sheets, Delay Auto-calculation Until Sheet Is
Closed 253

Detail Worksheet, Add Records 350

Detail Worksheet, Delete Rows 350

Diagnostics Pane 92

Disbursement Details 182

Disbursements Tab 170

Display Settings 111

Dispositions Tab 420

Dispositions, Bulk 423

Dispositions, Single Assets 422

Download For Marked Returns 371

Downloading The Product 18



Downloads

Program/form Updates From Web 121
Duplicating

Asset 430
Duplicating Forms And Schedules 337
Duplicating Returns 299

E-file Creation Results Dialog 383
E-file Fees 179
E-file ID 384
E-file Log 69
E-file Manager 158
Filters 161
Menus 158
Preferences 250
E-files
Accepted With Messages Actions 385
Avoiding Rejection Errors 379
Creating 380
Creating State E-files 391
Deleting 390
EF Info Worksheet 250
Holding Marked 385
Preferences 250
Rejection Errors 385
Signatures 376
Statuses 378
Transmitting 388
E-filing 373
Estimated Returns 394
Extensions 394
Federal Requirements 373
Modernized E-file (MeF) 378
Payments 394
Prerequisites 113
Refreshing E-file Rules Files 67
Resources For 378
State Or Local Requirements 374
E-filing Application 373
Easy View Feature 92
EFIN
Application 373
EFInfo Worksheet 250
Electronic Filing Fee 176
Enrolling For Bank Products, FeeCollect 178
Enrollment Manager 176
Updating 179
Enter Default Preparer On Rolled-Over Return
Preference 248
Enter Preparer On New Returns Preference 249
ERO
Insert On Returns 190
Errors, Checking Returns For 312
Errors, Printing Check Return Errors 313
Estimated Fields 341
Estimated Returns, E-filing 394
Export
Backup Vs. Export 532
Returns 143
Exporting Billing Rates 218
Exporting CAS Files 368
Exporting Client Letters 239

Exporting Companies 194
Exporting Lists 332

Exporting Marked Client List 144
Exporting Payers 198

Exporting Preparers 190
Exporting Returns 141
Extensions Overview 302
Extensions, E-filing 394

FeeCollect 172
Enrolling 178
FeeCollect PS Package 174
Fees, Bank Product 175
Fees, E-file 179
Field Colors 285
File Storage, Changing 15, 85, 525
Filters 97
Bank Manager 166
Check Return 313
E-file Manager 161
Return Manager 133
Rollover Manager 148
Select Forms 287
Finding Forms 287

Fixed Asset Manager
Asset Global Settings 444
Asset Information Pane 417
Auto/Listed Tab 418
Bonus Elections 447
Bulk Dispositions 423
Depreciation And Section 179 417
Disposition, Single Assets 422
Dispositions Tab 420
Moving Assets 431
State Calculations 448
Tax Year Information 449-450

Form 4562
Calculated Depreciation 464
Entering Assets Directly 462
Pages And Worksheets 463

Form 6251 Preference 252

Form 6251, Alternative Minimum Tax 252

Form Display Preferences 260
Form Rates 212
Form Tabs, Change Position 252
Form Update Log 370
Form Update Returns 369
Forms
Adding To AReturn 283
Discarding 289
Duplicating 337
Entering Data On Forms 336
Filters 287
Finding Specific Forms 287
Inserting Pictures 348
Inserting Text 345
Messages At Top 284
Rates
Changing 216
Importing 220
Setting Up 214

Receive Forms Automatically For A State 254



Removing Pictures 348
Renaming 291
Selecting 285

Forms Updates 120
Forms, Working In 335
Forward Button 283

Getting Started 109

Government Instructions 111
From Inside AReturn 112
From Outside A Return 111

Graphics, Add To Client Letter 234
Grayed Returns, Rollover 149

Help And Support Overview 122
Hide SSN On Client Copy 257

Hourly Rates
Importing 221
Setting Up 215

Importing .csv Data 354, 356

Importing Accounting Data 367
Importing Client Letters 238

Importing Converted Returns 141
Importing K-1 Data 351

Importing Returns 139

Improving Data Entry Performance 253
Information Worksheets 310

Company 310
Individual 311

Information Worksheets, Add Automatically 254
Initial Login 117

Input Box Color Preference 350

Input Defaults 445

Input Sheets, Completing 349

Input Sheets, Multi-copy 349

Input Worksheet, Add Records 350

Install Types, Choosing 20

Installation
Cannot Change Install Location 15
DVD Doesn't Start Automatically 53
Network Server And Workstation 44
Network Workstation Only 34
Server Only 29
Stand-alone Workstation 22

Installation And Activation Overview 15
Installing Payroll Compliance 55
Installing W2/1099 55

Internet Connection 113

Interview Tool 293

Invoice, See Billing Invoice 222

IRS, Checking Refund Status 66

ltemized Lists 319

ITransact Merchant Services Client ID 246

Jump To Feature 281

K-1 Data, Importing 351

Keyboard Shortcuts 547

KnowledgeBase 63

Knowledgebase, See Knowledge Library 63

Labels, Compatible Types 485
Labels, Printing Marked Client Labels 484
Last Month/Quarter Tab 157
Last Year Comparison Worksheet 400
Letters
Editing Organizer Letters 541
Organizer Engagement Letter 543
Linking Fields 342
Lists
Custom Lists 322
Deleting Rows From 334
Exporting 332
Impritng Existing Files 329
ltemized Lists 319
Opening 320-321
Overview 319
Printing 333
Removing 334
Rollover List Preference 248
Text Lists 320
Lists Overview 319
Locked Fields 345
Locked Return, Unlocking 79
Locked Returns 272
Login 117
Login Credentials
Tax Research 247

Mailing Slips 482
Adjusting Printed Orientation 259
Manager Pane 94
Manager View 90
Managers
Changing Data In Managers 126
Creating Custom Fields 137
Customizing 125
Hiding Or Displaying Columns 125

Main 93
Overview 123
Working In 94

Manually Backing Up Data 527
Marked E-files. Holding 385
Marking Estimated Fields 341
Marking Returns Complete 138

Married Joint - Separate Comparison Worksheet 401



Mask Sensitive Information On Client Copy Preference 257

Mass Asset 433
Master Forms, Customizing 315

Maximize 179 437
Section 179 437

Medicare Wages, Auto-calculate On W-2 252

Memory Usage

Optimizing 248
Menus

Bank Manager 163

Client Letter 225

E-file Manager 158

Open Return 273

Return Manager 127

Rollover Manager 145
Messages At Top Of Forms 284
Modernized E-File (MeF) 378
Modifying Standard Client Letters 408
Multiple Asset Account 433
MyATX Solution Center 63

Navigating Within Returns 280
Network
Server And Workstation Installation 44
Server Only Installation 29
Workstation Only Installation 34
Network Restrictions 53
Network Server
Adding A Server 42
Troubleshooting Tips 54
Network Server, Finding 41
New Mexico CRS Number 187
New York State NY TPRIN Number 187
NM CRS 187
Notes, Preparer 343
Notifications 103
NY TPRIN 187

Open Return
Changing Biling Rates 217
Interface 103
Interviews 293
Menus 273
Preferences 251
View 91
Opening Lists 320-321
Opening Returns 271
Locked 272
Organizer
Comprehensive 537
Organizer
Add Standard Letters 406
Adding Organizer Engagement Letter 543
Change Type 538
Standard 537

Organizer Engagement Letter 543

Adding From Client Communication Manager 543

Organizers 535, 541
Adding Appointment Time To Letter 541
Adding Organizers 539
Adding Sheets 542
Creating Blank Organizers 540
Deleting Sheets 542
Disabling The Engagement Letter 543
Preferences 254
Printing 544
Types 536

Override
Overriding Calculated Fields 339
Printing Override Report 340
Restoring Overridden Fields 341
Reviewing Overridden Fields 314

Overviews
Backup And Restore 521
Biling Manager 212
Calculator 306
Client Communication Manager 224
Company Manager 191
E-file Manager 158
E-filing 373
Help And Support 122
Installation And Activation 15
Payer Manager 194
Preferences 243
Preparer/ERO Manager 185
Preparing Returns 267
Print Manager 465
Security Manager 198
Standard Client Letter 405
Tax Prep Utilities 399
User Interface 89

Pagination Controls, Explanation 95
Passwords, Reset Admin User 76

Passwords, Return 270

Editing Passwords (Admin Only) 79
Paste Function 338
Payer Manager

Overview 194

Sort Payers, Preference 252
Payers

Adding To The System 195

Deleting 197

Exporting 198

Making Changes 197

Quick Entry On Forms 196

Restoring 532

Sorting Preference 252
Payments, E-filing 394
PDF Documents 295

Deleting Attached 299

Other Documents 298

Viewing Attachments 299
PDF File, Print Return As 472
Pictures, Inserting On Forms 348
Pictures, Removing From Forms 348
Planning & Analysis Worksheets

Last Year Comparison 400

Married Joint/Separate Comparison 401

Tax Planner 401

TaxSummary 399

U.S. Averages Comparison 402



Port Numbers, Changing 80

Preferences 243
AllManagers 244
Auto-Save Returns 252
Automatically Include Business E-file Info Form(s) 250
Backup (auto) 263, 521
Calculate W-2 SS And Medicare Wages 252
Calculator 262
Check For Form Updates When Opening Rolled Returns 248
Check Return Report Printing 259
Client Communication 254
Client Letter, Combining Content 258
Default Check Return Filters 253
Default State 254
Delete Sold Assets 247
Disable Auto-Cals On Detail Sheets Until Sheet It Closed 253
Display Refund Meter 252
Display Validation Errors 252
E-file Manager 250
Enable Payer Manager 252
Enter ERO On Rolled-over Returns 248
Enter Preparer On AllNew Returns 249
Enter Preparer On Rolled-over Return 248
Form Display 260
Importing Preferences From Another User 265
Include AMT (Form 6251) In 1040 Returns 252
Information Worksheet 254
ITransact Merchant Services Client ID 246
Mailing Slip Orientation 259
Mask Sensitive Information On Client Copy 257
Open Return 251
Optimizing Memory Usage During Rollover 248
Organizers 254
Preparer Manager 249
Print 257
Print Watermark On Client Copy 257
Print Without Zeros 257
Printed Mailing Slips 482
Reset Return Manager To Default Sorting On Startup 246
Return Manager 246
Rollover 247
Rollover Lists 248
Select Forms 253
Show E-file Status Information For Selected Return 246
Show Form Tabs On Left 252
Show Tax Due/Refund Information 108
Suppress SSNs When Printing Organizer 257
TaxResearch Login Credentials 247
Updating Forms And Program On Startup 261
Preferences Back And File
New Location 87,526
Preparer Notes 343
Preparer/ERO Manager
Delete 189
EFIN 188
Overview 185
Preferences 249
Remove 190
Preparers
Adding To System 186
Entering Default On New Returns 249
Exporting 190
Insert On Returns 190
Restoring 532
Preview Mode Reports 456
Print Asset 461
Print Manager Overview 465
Print Packets 466
Print Preview 481

Print Return Dialog 473
Print Setup Dialog 468
Print Without Zeros Preference 257
Printer, Changing Default 468
Printing

Batch Returns 475

Check Return Reports, Defaults 259

Client Letters 240

Current Page Only 473

Extensions 302

Global Print Options 468

Lists 333

Mailing Slip Orientation 259

Paper Size 469

Paper Source 469

Preparer Name On Returns 187

Preview 481

Print Orientation 470

Print Preferences 257

Print Separator Between Copies 258

Reordering Sheets In Return 481

Reports 480

To PDF Files 472

Without Zeros 257
Printing Checks 476

Configure Printer 477

Reprinting 478
Printing Labels, Compatible Types 485
Printing Marked Client Labels 484
Printing Marked Client List 483
Prior Business Use Percents 445
Program Updates 120
Program Updates, Preference 261
Progress Dialog Boxes 105
Protection Plus 174
PRS, Support Phone Number 62

QuickEntry, Payers 196

Re-creating Bank Applications 183
Record Bar 349-350
Records, Adding To Input Or Detail Worksheets 350
Refreshing Application Configurations 67
Refund Meter 108
Refunds
Bank Products 171
Checking IRS Status 66
Rejection Errors
Avoiding Common E-file 379
Common Reasons, E-file 387
Displaying E-file 385
Release Notes, Link From Support Menu 147
Renaming Forms 291
Renaming Returns 300
Reordering Printed Sheets 481
Reports
Unpostables Report 176
Reports 451
Custom 458



Custom Field 459
Edit Mode/preview Mode 452

Reports, Check Return Report Print Defaults 259

Reports, Printing 480
Reprinting Checks 478

Reset To Default Return Sorting On Startup Preference 246

Resetting Admin Passwords 76
Resources For E-filing 378
Restoring Data, Administrative 532
Restoring Data, Returns 530
Restrictions, Networks 53

Results Dialog Boxes 105

Return Lock, Removing 79

Return Manager 126
Accounts Receivable Tab 135
E-file Informatin 136
Easy View Feature 92
Filters 133
Preferences 246
Returns Tab 134
TaxWarehouse Tab 135

Returns
Amending 304
Checking For Errors 312
Closing 292
Creating New 268
Deleting 300
Duplicating 299
Easy View Feature 92
Exporting 141
Importing 139
Insert Company 193
Insert Preparer/ERO 190
Marking Complete 138
Navigating In 280
Opening 271
Preparing, Overview 267
Renaming 300
Restoring 530
Saving 291
Sorting 136

Returns Tab 134

Rollover 145

Grayed Returns 149

Invalid Data 156

Issues 151

Last Month/quarter 156

Last Year's Returns 149

Preferences 247

Unsuccessful 151

What Data Is Rolled Over 144

When Forms Are Not Available 153

When Returns Cannot Be Opened 151
Rollover Lists Preference 248
Rollover Manager

2013 Returns Tab 152

Filters 148

Last Month/Quarter Tab 157

Menus 145

Overview 144

Rows, Deleting From Lists 334

Saving Returns 93, 291
Auto-Save Preference 252

Saving Returns To A New Location 264,523
Scheduling Appointments With Clients 541
Section 179, And Depreciation Tab 417
Security

Creating New Groups 75, 207

Deleting Users From System 206

Removing Actions From A Group 76, 208

Restricted Access Message 211

Terminology 199

Security Groups
Adding Users To Group 205
Delete 210
Modifying 208
Removing Users 205
Security Manager
Adding Users 74,202
Available Actions 201
Deactivating Users 205
Default User Names And Groups 200
Modifying Groups 208
Overview 198
Select Form Filters 287
Select Forms Dialog Box 285
Select Forms Preferences 253
Send Diagnostics To Customer Service 68
Send E-file Log To Customer Service 69
Server
Connection Error 54
Starting Or Stopping 82

Server And Workstation Installation 44
Server Only Installation 29
Server, Finding 41
Service Bureau Fee 176
Setting Up Form And Schedule Rates 214
Setup Checklist (Admin) 110
Setup Managers 93
Short Years, Tax Year Information 449-450
Shortcuts
Keyboard 547
Shortcuts, Calculator 309

Show E-file Status Information For Selected Return

Preference 246
Signature Forms 310

Signatures
Add To Client Letter 234
E-file 376

Social Security Wages, Auto-calculate On W-2 252

Solution Center 63
Sorting Returns 136
Stand-alone Environment, Server 82

Stand-alone Workstation
Installation And Activation 22

Standard Client Letters
Deleting 410
Manually Adding To Open Return 407
Modifying 408

Standard Letters 406

Start/Finish Links 342

Starting The Server 82

State Calculations 448

State E-files 391

State Or Local E-filing Requirements 374



State Preparer Numbers
NM CRS 187
NY TPRIN 187

State Transmission Fee 175

Stopping The Server 82

Submission ID 384

Support Forums 64

Support Phone Number, Non-PRS Customers 62
Support Phone Number, PRS Customers 62
Support Web Sites 66

Suppress SSNs On Printed Organizer 257
System Analysis Tool 11

System Requirements 11

Tables, Inserting In Client Letters 236

Tabs
Asset History 429

Tax Due/refund Indicator, Preference 252
Tax Planner Worksheet 401

Tax Prep Utilities
Last Year Comparison 400
Married Joint/Separate Comparison 401
TaxPlanner 401
Tax Summary/Carryover Worksheet 399
U.S.Averages Comparison 402

Tax Prep Utilities Overview 399
Tax Preparation Fee 175

Tax Research 503
Google Plugin 517
Installation 510
Internet Explorer Plugin 512

Tax Research Login Credentials 247
Tax Summary/Carryover Worksheet 399
Tax Warehouse Tab 135

Tax Year Information 449-450

Text Lists 320

Text, Inserting On Forms 345

Toolbars 98
Client Communication Manager 226

Training

Education Library 122
Transmission Fee 175
Transmitting E-files 388
Troubleshooting Network Server 54

U.S. Averages Comparison Worksheet 402
Undo 338
Uninstalling ATX 54
Unpostables Report 176
Updates
Forms 120
Programs 120
Updates, Downloading From The Web 121
Updates, Preferences 261
Updating
Form Update FormsLog 370

Form Update Returns Report 369
Updating ATX 119
User Groups
Modifying 208
User Interface
Easy View 92
Filters 97
Main Managers 93
Messages 107
Open Return 103
Overview 89
Progress Dialog Boxes 105
Refund Meter 108
Setup Managers 93
Toolbars 98
Warnings 107
Zooming In And Out 106
User Names, Creating 74, 202
User Passwords
Add, Edit Or Delete In Security Manager 205
Adding 119
Editing 119
User Profile
Add Security Group 205
Remove Security Group 205
Users
Adding To The System 74, 202
Admin 71
Deactivating In System 205
Default User Names And Groups 200
Deleting From System 206

Variables
Adding To A Letter 232
Using In Client Letter 231

W-2
Auto-calculate Social Security And Medicare Wages 252
Watermark Preference 257
Web Sites, Support 66
Working In Forms 335
Workstation And Server Installation 44
Workstation Only Installation 34

Zip Code Lookup 337
Zoom Slider 107



	System Requirements
	System Analysis Tool

	Installation and Activation
	Locate Activation Code(s)
	Downloading Products
	ATX Installation and Activation Instructions
	For Payroll Forms, a Separate Install is Required
	ATX User Guide for Tax Year 2017

	Review Your ATX Purchase
	Downloading ATX
	What Install Type Do I Need?
	Standalone
	Network

	Stand-Alone Installation
	Stand-Alone Computer Activation

	Network Server Installation
	Installing ATX on the Network Server

	Network Workstations Installation
	Workstation Activation
	Finding Your Network Server
	Adding a Server

	Workstation and Server Installation
	Network Server and Workstation Activation

	Activation Codes Dialog Box
	If ATX DVD Doesn't Start Automatically
	Using ATX on a Network
	Network Troubleshooting Tips

	Uninstalling ATX
	Part 1: Uninstalling the ATX 2017 Program
	Part 2: Uninstalling the ATX Server 2017

	W2-1099 or Payroll Compliance
	Installing from the Website
	Installing from a DVD
	Running W-2/1099 or Payroll Compliance on a Network


	Contact Us
	Fax
	Phone Support
	Information You May Need

	Community Forums - Talk to Us, Talk to Each Other
	Online Support
	Even More Online Resources
	MyATX Solution Center
	Using the ATX Knowledge Base
	Searching the Knowledge Base

	ATX Communities
	Getting Started

	Support Web Sites
	Checking the IRS Refund Status

	Customer Service Utilities
	Refreshing Application Configurations
	Sending a Return to Customer Service
	Send Diagnostics to Customer Service
	Send E-file Log to Customer Service
	Synchronizing E-files With the EFC


	Administrative Tasks
	Setting Up the Admin User
	Changing User Access and Passwords
	Changing File and Backup Locations
	Manual Backups and Copying Backups to Local Storage
	Initial Login and Setting Update Preferences
	Subsequent Login and Update

	Adding Users to the System
	Creating a New Security Group
	Resetting the Admin Password
	Resetting a Locked User Account
	Editing Return Passwords
	Removing a Return Lock
	Admin Console
	What can you do in Admin Console?
	Accessing the Admin Console
	ATX Server and the Stand-Alone Environment
	Changing Your Backup Location
	Changing Your File Storage Location
	Manually Moving Files to a New Location


	User Interface
	Manager View
	Manager Tabs
	Menus
	Toolbar
	Manager-Specific Tabs
	Filters
	Manager Pane and Pagination Controls
	Scroll bar
	E-file Information Pane

	Open Return View
	Form, Schedule and Worksheets tabs
	Pages and Worksheet tabs

	Diagnostics Pane
	Easy View
	Main Managers
	Return Manager
	Rollover Manager
	E-file Manager
	Bank Manager

	Setup Managers
	Manager Pane
	Filters
	Find filter
	Clear Filters button

	Toolbars
	Return Manager Toolbar
	Rollover Manager Toolbar
	E-file Manager Toolbar
	Bank Manager Toolbar
	Open Returns Toolbar

	Notifications
	Open Return Interface
	Forms, Schedules, and Spreadsheets
	Pages & Worksheet Tabs and Button

	Progress and Results Dialog Boxes
	Progress Dialog Box
	Results Dialog Box

	Zooming In and Out
	Enlarge/Reduce
	Zoom Slider

	Messages and Warnings
	Informational Messages
	Warning Messages

	Refund Meter

	Getting Started
	Setup Checklist
	Display Settings
	Government Instructions
	From Outside a Return
	From Inside the Return

	Internet Connection
	Connection Speed
	Connection Type
	Firewalls

	Activating Other Products From Within ATX
	Login and Password Requirements
	Password Requirements
	Initial Login and Setting Update Preferences
	Logging In

	Updating ATX
	Forms Updates
	Program Updates
	Getting Program Updates from Inside the Application
	Getting Program Updates from the Web

	Help and Support
	Education Library

	ATX Managers
	Main Managers
	Open Return(s) Tabs

	Setup Information Managers
	Functional Managers
	Customizing Managers
	Rearranging and Resizing Columns
	Changing Data in Manager Views

	Return Manager
	Returns Tab
	E-file Information Pane
	Accounts Receivable Tab
	Tax Warehouse Tab
	Return Manager Menus
	Return Manager Filters
	Returns Tab
	Accounts Receivable Tab
	Tax Warehouse Tab
	Sorting the Return List
	E-file Information
	Customizing Fields
	Marking Returns Complete
	Importing Returns
	Importing Converted Returns
	Exporting Returns
	Export All Returns
	Exporting Marked Client List

	Rollover Manager
	Rollover Manager Tabs
	Rollover Manager Menus
	Rollover Manager Filters
	Rollover        Returns from Last Year
	Rollover Other Data
	Rollover Returns from Last Month/Quarter

	E-file Manager
	E-file Manager Menus
	E-file Manager Filters

	Bank Manager
	Bank Manager Menus
	Bank Manager Filters
	Bank Products Tab
	Disbursements Tab
	Bank Products
	FeeCollect™
	FeeCollect PS Package
	Protection Plus
	Bank Product Fees
	Unpostables Report
	Enrollment Manager
	Adding Bank Products to Returns
	Bank Status/Acknowledgements
	Viewing Disbursement Details
	Re-Creating Bank Applications

	Preparer/ERO Manager
	Preparer/ERO Manager Tabs
	Adding Preparer/ERO Information
	Entering an ERO EFIN
	Deleting Preparer/ERO Information
	Inserting           Preparer/ERO Information
	Removing Preparer and ERO Information
	Exporting Preparer/ERO Information

	Company Manager
	Adding Companies
	Inserting Company Information
	Deleting Companies
	Exporting Companies

	Payer Manager
	Adding               Payers to the System
	Using QuickEntry to Select Payers
	Deleting Payers
	Exporting Payers

	Security Manager
	Users Tab
	Groups Tab
	Security Manager Terminology
	User Passwords are Required
	Default User Names and Groups
	Security Manager Available Actions
	Adding Users to the System
	Creating a New Security Group
	Restricted Access Message

	Billing Manager
	Form and Schedule Rates
	Setting Up Form and Schedule Rates
	Setting Up Hourly Rates
	Changing Form Rates
	Exporting Billing Rates
	Modifying Billing Rates in a .csv File
	Importing Billing Rates
	Adding a Billing Invoice to a Return
	Completing the Billing Invoice
	Billing a Flat Fee

	Client Communication Manager
	Client Communication Manager Menus
	Client Communication Toolbar
	Edit Mode vs Preview Mode
	Client Letter Templates
	Using Variables in the Client Letter
	Adding Graphics
	Deleting a Client Letter
	Inserting a Table in a Client Letter
	Attaching Custom Letters
	Importing Client Letters
	Exporting Client Letters
	Printing the Client Letter


	Preferences
	Preferences Dialog Box
	All Managers Preferences
	Show Popup Tooltips in all Managers and Dialogs
	Hide Returns Marked Complete

	Return Manager Preferences
	Reset to Default Sorting On Startup
	Show E-file Status Information for Selected Return
	iTransact Merchant Services Client ID
	CCH iFirm
	Tax Research Login Credentials

	Rollover      Manager Preferences
	Delete Sold Assets
	Rollover Itemized, Text and Custom Lists
	Enter Current Year Default Preparer on Rolled-Over Returns
	Enter Current Year Default ERO on Rolled-Over Returns
	Always Check for Form Updates When Opening Rolled Returns
	Optimize Memory Usage During Rollover

	Preparer Manager Preferences
	Enter Preparer on All New Returns
	Enter ERO on All New Returns

	E-file Manager Preferences
	Automatically Include E-file Info Forms
	Hold and Release State E-files

	Open Return Preferences
	Auto-start Timer In Returns
	Prompt for Timesheet Entry on Return Close
	Use All Caps for Data Entry
	Include Alternative Minimum Tax Form in 1040 Returns
	Refund Meter
	Auto-Save Returns
	Display Validation Errors
	Show Form Tabs on Left
	Enable Payer Manager Preference
	Display Tax Research Tool Tips
	Calculate W-2 Social Security and Medicare Wages
	Setting Check Return Filters
	Disable Auto-Calculations on Detail Sheets

	Select Forms Preferences
	Default State
	Information Worksheet
	Organizer

	Client Communication Preferences
	Federal and State/Local Letter Options
	Paragraph Selection

	Print Preferences
	Print Without Zeros
	Print Watermark on Client Copy
	Mask Sensitive Information on Client Copy
	Suppress SSNs when printing Organizer
	Add Bookmarks to PDFs
	Print a Separator for Filing, Client, and Preparer Copies
	Remember Print Return Selections for Each Return
	Automatically Close Print Return Dialog After Printing
	Automatically Close the Print Progress Dialog After Printing
	Default Print Copies
	Print Letters
	Mailing Slip Orientation
	Check Return Reports
	View/Edit Print Packets

	Form Display Preferences
	Input Box Color
	Default Form Zoom Level

	Updates Preferences
	Program Updates
	Form Updates

	Calculator Preferences
	Collapsible Calculator
	Close Calculator After Insert
	Capture Form Field Value Automatically

	Backup and Files Preferences
	Automatic Backup
	File Storage Location
	Reset to the Default Location
	Saving Selected Returns to a Specific Location

	Importing Preferences From Another User

	Preparing Returns
	Creating Returns
	Return Passwords
	Opening Returns
	Opening Password-Protected Returns
	Opening Returns Locked by Other Users
	Open Return Menus

	Navigating Within Returns
	Viewing or Selecting Forms in a Return
	Navigating using Jump To or Cross Reference
	JumpTo
	Cross Reference
	Back and Forward Buttons

	Adding Forms to a Return
	Installed Forms
	Update Available and Available Now Forms
	Messages at the Top of Forms
	Field Colors on Forms
	Select Forms Dialog Box
	Discarding           Forms
	Renaming Forms

	Saving Returns
	Closing Returns
	Interviews
	Interview Sections (Tabs)
	Navigating in the Interview
	Frequently Asked Questions (FAQs)

	PDF Attachments
	Decide What Type of PDFs to Attach
	Creating and Attaching PDFs of Completed Forms
	Creating and Attaching PDFs from Other Sources
	Viewing and Deleting Attachments

	Duplicating Returns
	Renaming Returns
	Deleting Returns
	Deleting Selected Returns
	Deleting Marked Returns

	Extensions
	Extensions with Zero Amounts
	Extensions With Custom Amounts
	Open Return

	Amending Returns
	When Amendment Forms are Already Installed
	When Amendment Forms are Not Yet Installed

	Calculator
	Calculator Memory Functions
	Calculator Capture
	Calculator Shortcuts

	Information Worksheet/Signature Form
	Signature Forms
	Company Information Worksheet
	Individual Information Worksheet

	Checking Returns for Errors
	The Check Return feature:
	Check Return Filters
	Reviewing Overridden Fields

	Customizing Master Forms
	Customize Master Forms Dialog Box
	Restore Customized Master Forms

	Lists Overview
	Creating Itemized Lists
	Creating Text Lists
	Creating Custom Lists
	Importing Existing Files into Lists
	Exporting Lists
	Printing Lists
	Removing Lists
	Deleting Rows from Lists


	Working in Forms
	Tips for Entering Data
	Data Entry Validation
	Data Validation Errors

	ZIP Code Lookup
	Duplicating      Forms or Schedules
	Maximum Number of Copies

	Cut, Copy, and Paste
	Undo
	Overriding Calculated Fields
	Printing the Override Report

	Restoring Overridden Fields
	Marking Fields as Estimated
	Creating Links Between Fields
	Canceling Relationships between Two Linked Fields
	Exceptions: When Fields Cannot Accept a Link

	Preparer Notes
	Insert/Edit Notes
	Remove a Note

	Locked Fields
	Inserting Text on Forms
	Inserting Text
	Removing Text

	Inserting Pictures on Forms
	Inserting a Picture
	Removing a Picture

	Input       Sheets and Detail Schedules
	Using Input Sheets or Detail Schedules
	Using the Record Bar
	Importing K-1 Data
	New Returns
	Updating K-1 Information on an Existing Return
	Opening a Return When Associated K-1 Data Has Changed
	Unavailable Source Returns or Forms Within Source Returns
	Amended Source Returns

	Importing Data from .csv Files
	Saving an .xls as .csv
	Accounting Import
	Accounting Import QuickBooks Online
	Accounting Import for CAS

	Form Update Report
	Form Update Returns Report
	Form Update Forms Log

	Re-Downloading Forms in Marked Returns

	E-filing
	Federal E-filing Requirements and Eligibility
	Apply to File Returns Electronically
	Receive Your EFIN

	State or Local E-filing Requirements
	States with Additional Requirements

	E-File Signatures
	Determining Prior Year AGI (Self-Select PIN method)

	Resources for E-filing
	IRS Resources
	Wolters Kluwer, CCH Small Firm Services
	Revenue Procedure/Technical E-file Publications

	Modernized E-file
	E-file         Statuses
	Avoiding Common E-file Rejection Errors
	Update Tax Program and Forms Frequently
	Internet Connectivity and Software Accessibility

	Creating E-files
	Create E-file Dialog Box
	E-file ID
	Holding/Releasing State E-files
	Displaying E-file Rejection Errors or Messages
	Correcting E-file Rejection Errors
	Transmitting E-files
	Deleting E-files
	Creating State E-files

	Managing Acknowledgements (Acks)
	Ack Timeliness
	State E-file Acks
	Acknowledgement History
	Receiving Acknowledgements

	Extensions, Estimated Payments, and Payments

	Tax Prep Utilities
	Tax Summary/Carryover Worksheet
	Last Year Comparison
	Tax Planner
	Married Joint - Separate Comparison
	U.S. Averages Comparison

	Standard Client Letters
	Standard Letters
	Custom Letters
	Working with the Standard Client Letter
	Add Standard Letters to All Returns
	Add a Standard Letter to an Open Return
	Modifying Standard Letters
	Delete a Standard Letter from a Return


	Fixed Asset Manager
	Fixed Asset Manager And Enhanced Asset Management
	Fixed Asset Manager Interface
	Asset Tabs
	Panes
	Asset Information
	Asset Entry Toolbar

	Search and Filter for Assets
	Clear Your Search

	Display Calculations for Asset
	Asset Information Pane
	Depreciation and Section 179 Tab
	Auto/Listed Tab
	Dispositions Tab
	Asset History Tab

	Entering a New Asset
	Duplicating Assets
	Move Assets
	Split Assets
	Multiple Asset Account (Mass Asset)
	Maximize 179

	Classifications
	Global vs. Local Classifications
	Custom Classification
	Add Items to a Classification
	Assigning Classifications to Assets
	Delete Classifications and Items

	Summary Information Pane
	Asset Global Settings
	Input Defaults
	Bonus Elections
	State Calcs Tab
	Tax Year Information

	Reports Overview
	Edit Mode for Reports
	Preview Mode for Reports
	Standard Reports
	Custom Reports

	Printing an Asset
	Entering Assets Directly on Form 4562
	Form 4562 Pages and Worksheets

	Viewing Calculated Depreciation on Form 4562

	Print
	Print Packets
	Setting Global Print Options
	Printer Selection
	Paper Size (Letter, Legal, etc.)
	Paper Source (Tray 1, Tray 2, etc.)
	Print Orientation (Portrait or Landscape)

	Printing Returns
	Printing the Return as a PDF File
	Printing the Current Page Only
	Print Return Dialog Box

	Batch Printing Returns
	Printing Checks
	Configuring Printer for Check Printing
	Reprinting Checks
	Aligning Checks

	Printing Reports
	Print Preview
	Reordering Print Sheets in a Return
	Printed Mailing Slip Orientation
	Printing Marked Client List
	Printing Marked Client Labels

	CCH iFirm
	Sign In To CCH iFirm
	CCH iFirm Menu
	Export Existing Contacts to CCH iFirm
	What's Included When you Export Contacts to CCH iFirm

	Import CCH iFirm Contact Data into a New Return
	Sync New ATX Contacts with CCH iFirm
	Sync Contact Data on Open and Close
	Sync on Open
	Sync on Close

	View CCH iFirm Job Status in Return Manager
	View Job Details
	Send CCH iFirm Invoice
	Tracking Time in ATX
	Sending Time from ATX to CCH iFirm
	Viewing Timesheet Entries


	CCH iFirm Client Portal
	Upload  to Client Portal

	Tax Research and the Master Tax Guide
	Tax Line Research Tooltips and Indicators
	Practice Aids
	Client Letter Toolkit
	Search Online

	CCH Browser Search Plug-in Installation
	CCH Browser Search Plug-in For Internet Explorer
	Searching with Internet Explorer

	CCH Browser Search Plug-in For Google Chrome
	Searching with Chrome


	Backup and Restore
	Third Party Backup Products
	Backup and Files Preferences
	Automatic Backup
	File Storage Location
	Reset to the Default Location
	Saving Selected Returns to a Specific Location

	Automatic Backup
	What Data is backed up as part of Automatic Backup?
	Changing Backup Location in Preferences
	Changing File Storage Location in Preferences
	Manually Moving Files to a New Location

	Manual Backup
	Setup Data
	Backing up Setup Data
	Restoring Setup Data

	Restoring Returns
	Restoring Other Data

	Backup vs. Export

	Organizers
	Organizer Types
	1040 Comprehensive Organizer
	1040 Standard Organizer (Condensed)

	Organizer Preferences
	Organizer Types
	Comprehensive Organizer
	Standard Organizer
	Changing the Organizer Type

	Adding Organizers to Returns
	Adding Organizers to Open Returns
	Adding Organizers to a Batch of Returns
	Creating a Blank Organizer for a New Return
	Use the Organizer Letter for Scheduling
	Adding Organizer Sheets
	Deleting Organizer Sheets
	Organizer Engagement Letter

	Printing Organizers
	Printing an Open Return's Organizer
	Printing Organizers for Marked Returns


	Keyboard Shortcuts
	Global Shortcuts
	Return Manager Shortcuts
	Rollover Shortcuts
	E-file Manager Shortcuts
	Bank Manager Shortcuts
	Preparer/ERO Manager Shortcuts
	Company Manager Shortcuts
	Payer Manager Shortcuts
	Billing Manager Shortcuts
	Open Return Shortcuts
	Client Communication Manager Shortcuts
	Calculator Shortcuts


