ATX™ Learning Portal

Central Office Manager (COM)

Customers who purchase ATX™ for multiple offices use Central Office Managerto set up additional
offices, Add EFINs, and apply for Refund Settlement Solutions. Central Office Manager providesa
cloud-based solution for managing offices fromany location with an internet connection.

To access Central Office Manager:
1. Navigate to https://com.cchsfs.com.

2. Loginusingyour ClientID, the username Admin, and your password.

Client Login

CLICK HERE

(Multi-Factor Authentication)

You are not authorized to use Centralized Office
Management.

Client Login

Please login to your account by completing the form below

Client 1D
Username

Password

User Verification { what's this? )
™

reCAPTCHA

I'm not a robot

WARNING: Three unsuccessful login attempts will lock your
account

First time signing in?

Forgot username or password?

for Details on 2-Step Verification
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Password Requirements

* Must be at least 8 characters in
length

* Must not exceed 100 characters

s Must contain at least one number

* Must contain at least one special
character(#21@%%"&*-)

* Must contain at least one upper
case character

» Must contain at least one lower
case character

s Case-sensitive

+ Cannot contain the user name

s Cannot reuse any of your last 10
passwords

s Passwords expire every 90 days

User names and passwords used on this
site are different from user names and
passwords used in the desktop tax
application. Each must be maintained
independently.

1 Your login credentials use the same password you use for ATX Solution Center.

3. Select the ’'m notarobot check box, complete any additional reCAPTCHA prompts, and click Login.

4. Central Office Manager displays the Overview page.
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5. Fromthisscreen,you can add new offices, access the Reports tab, apply for ERO/Settlement Solutions

and access tools to help manage your offices. Click the tabs along the top of the screen to navigate to the
various pages.

Adding New Offices

To add an additional office:

1. Click Add New Office(s).
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2. Click Create a New office, and then Continue.

MNew Office Setup

®Create a Mew office
I want to setup one office manually.

Cimport Office(s)

I want ta import offices from an xlsx file

3 N
| Continue | (Cancel)

i If youareadding many offices, you can import the offices from a spreadsheet. The template to import
offices is located on the Download page.

3. COM displays the Edit Office Info tab.
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Central Office Manager o
OVERVIEW OFFICES REPORTS IMPORT TOOLS DOWNLOADS
. Edit Office Info {00 Ons Returns  Review Returns

General Company Info

Company / Contact Info
You have to create office before Add Note
Mailing Address Shipping Address adding notes to it. s

Notes:

Errors:

& Company / Contact Info: Company Mame is *
required

& Company / Contact Infa: First Mame is requi
& Company / Contact Info: Last Mame is requi
Y Company / Contact Info: Phone is required.

& company / Contact Info: Shipping Method i
required.

a

3

Cancel I.

4. Expand each headingto complete the information for:

+ General Company Info - The information on this section is auto-populated once the Add Office or
Add EFIN has been provisioned. You will retrieve the Client ID and activation code for this office or
Add EFIN here.

» Company/Contact Info - Complete company name and contact information. Wolters Kluwer will
assign a fake EFIN to the account. Once the accountis provisioned, come back and update this with
the EFIN for this record.




» Mailing Address and Shipping Address - Complete offices mailing and Shipping Address.

1 Fields with ared asteriskare required.

5. Once you have completed the requiredfields, click Create, or click Save & Finish Later to save the draft.

Your Client ID and Activation Code for ATX automatically populate on the General Company Info page once

Wolters Kluwer processes the information. This generally takes an hour or less.

Upload EFIN Letter

Once the office is active, you can edit and review the office information as needed. Remember that Wolters

Kluwer assigns a fake EFIN, and this must be updated to reflect the IRS issued EFIN.

To do so:

1. From the Offices page, select the office name.
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1y Add New Office(s) = Export

\a [ exact Match

Find [ EFIN ~]]

Ofc Contact Contact

H Office Name M Fohe egher Status  Client ID
DOMINGO TAX .
177505 | SERVICES New! 1 MIGUEL DOMINGO  Active 93015843
177467  MARIAATX COM 0 MARIA RANGEL Active 93015816

Advanced Search s

Tax

ACECodS Product

Reg Code

ATX

ATX

1]2 Sm 25 || 50 || 100 || 500 | per page

2. Clickthe arrow to expand the Company/Contact Info section.
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General Company Info

Company / Contact Info
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3. To changethe EFIN, click the Change button.




General Company Info
Company / Contact Info

Compan
NF ¥ DOMINGO TAX SERVICES | EFIN: | 177505
ame:

First Name: | MIGUEL |  Lo-TechEFIN: | |
Last Name: | DOMINGO | Regional EFIN: | |

4, COM displaysthe Upload EFIN Letter dialog box. Review the statements on the screen.

5. Atthe bottom, selectthe checkbox thatyou acknowledge thatyou have read, understand, and agree with
the foregoing statements.

6. Verify the emailaddress and click Continue.

Upload EFIN Letter

owner of such EFIN and the Account Holder.

5. I understand, and have communicated to any officers of the Account Holder,
that any outstanding Records for the EFIN currently associated with this Account
will no longer be available for processing and/or posting to electronic mailboxes
once this EFIN change request becomes effective. These Records may include, but
are not limited to, federal and state acknowledgements (ACKs), bank processing
records such as deposit records, check print authorizations, and database update
records.

6. I understand, and have communicated to the officers of the Account Holder, if
any, that the EFIN Holder will be considered by CCH SFS and the IRS to be the
sole authority over the Records, and that the EFIN Holder’s custodianship of the
Records will take priority over the Account Holder’s in the circumstance of any
dispute between the EFIN Holder and the Account Holder.

7. 1 hereby agree to indemnify and hold harmless CCH SFS from any and all
liability to the Account Holder or the IRS that may arise in connection with me
updating the EFIN on this Account under false, fraudulent, criminal or malicious
purposes.

By checking the box and inputting my email address I acknowledge that I have
read, understand and agree to the foregoing statements.

I Agree Signed by email: [sfs.customed@wolterskluw]|

> S
Continue
8 4

7. Enterthe EFIN, and then click the Choose File button.




Title:

New EFIN: [992223 |

New EFIN Request

Description:

e

You must attach a copy of your IRS EFIN letter here.
Instructions: Click "Browse". A window will open to allow you to navigate the files on your
computer. Browse to the folder where you have saved a copy of your EFIN letter, click on the
file name and then click "Open" to attach the file. Finally, click "Upload File".

Choose File |No file chosen Upload File
8. Locate and select thefile, then click Open.
& Open X
- < o ¥ TisPC » Downloads » v o £ Search Downloads
Organize ¥ New folder =+ m @
@ onenry . Neme Date modified Tpe A
% 2021P v Yesterday (14)
% 202P [T EFIN LETTER (2).plf Adobe Ad
* Lifelind &} RT- Resetting Support Site Password.mpé4 MP4 Vider
" Micros &} RT - Resetting Support Site Password,jpg IPG File
* Micros [ ATX - Central Office Manager.mpd MPA Vides
. [&} ATX - Central Office Managerjpg IPG File
- Projec
‘: ) B ATX - Central Office Menzger.zip Compress
Recorc sample_security_plan,pdf Adobe Ac
[ Wolters p5708.pdf 211:12 AM Adobe Ac
Al Getwise-2022-Safeguarding Taxpayer Data - A Guide for Your Required Security Plan - Randy Johnston of K2 Ent.. 211111 AM Adobe Ac
- T CPA Firm Security Plan.doc 2 11:10 AM Microseft %
AT, ¢ >
File name: ‘EFIN LETTER (2) pelf v‘ Al Files (%) o

9. Once you have selected thefile and it is visible on the dialog box, click Upload File.




Upload EFIN Letter

New EFIN: 992223 |
Title: New EFIN Request
Description:

e

You must attach a copy of your IRS EFIN letter here.

Instructions: Click "Browse". A window will open to allow you to navigate the files on your
computer. Browse to the folder where you have saved a copy of your EFIN letter, click on the

file name and then click "Open" to attach the file. Finally, click "Upload File".

|: Selected file: EFIN Letter.pdf

Choose File IEFIN Letter.pdf I Upload FiIe

Upload EFIN Letter

New EFIN: 992223
Title: New EFIN Request
Description:

4
You must attach a copy of your IRS EFIN letter here.

Instructions: Click "Browse". A window will open to allow you to navigate the files on your
computer. Browse to the folder where you have saved a copy of your EFIN letter, click on the
file name and then click "Open" to attach the file. Finally, click "Upload File".

\: Selected file: EFIN Letter.pdf \

Document successfully uploaded. You will receive an email once your request
is completed.

10. Once the upload is complete, you will see a confirmation message on the screen. Click OK to exit.

11. This returns you to the Edit Office Info Page, click Save Changes.




Company
Name
First Name:

Last Name:
Email.
Phone:

Fax:

Other Phone:

Customer Type

Order Number:
Office Number:

DOMINGO TAX SERVICES EFIN: 992223 (Change)

DOMINGG | RegonaleAn: ]
sfs.customed@wolterskluw| Trmm[‘;'l‘:q 177505 |
(770)857-1234 | Reporting EFIN |

oy e
EFIN:

Tran:

smission
ATX-MAX v
Type
Shipping Method:
| TPPRIEEROE Thg Not ship v
Group # .
1 Ok to Ship: [No v

r—

yback Office Data
‘Company / Contact Info Qﬁgﬁmﬂm

Notes:

Add Note

Errors:

Mailing Address Shipping Address :

Csave changes J(cancel)

12. Once the office has been updated, COM displays a confirmation message. Click OK.

The office has been saved.

OK

Carry Forward

If rather than creating a new office, you wantto carry forward an office from the prioryear, you can do this

from the Tools tab.

1. In the Carry Office Data section, select the appropriate year in the from and to drop down boxes, and

select the yearyou are carrying this office from and to.

2. Click Refresh Grid to display the existing Add Office(s) and/or Add EFIN(s).

Carry Office Data from | 2021 v| to | 2022 v|Refresh Grid|

No data found.

3. Select the check box of the office(s) to carry forward.

4. And click the Carry Data link.




Carry Office Data from |2021 v | t0 | 2022 v | Refresh Grid

All 7 Active Offices have been selected.

« Clear Selection
EFIN Office Name Ofc Num

177506 MAR FINANCIAL SERVICES 2

| /4 Fields Setup

1 Carry Data

Client ID
93015844

1125 m 25| 50 || 100 || 500 | per page

5. COM displays the Please Wait dialog box as the offices are carried forward. Once the process is complete,
COM displays the Carry Over Summary dialog box to report the status of the carry forward. Click Close.

Carry Over Summarﬂ x

{g Offices carried successfully: 1
@, Offices carried with errors:

All offices carried over successfullyl

f” N
Close )
e

The office will now be displayed in the Offices tab.

@ The Add Office or Add EFIN will be set up using the prior year information. Select the office from the list
to make edits once the system reflects the office as Active. Remember this normally takes 20-30 minutes

but can take up to an hour.

Applying to Offer Refund Settlement Solutions

After you create an office, you can apply to offer refund settlement solutions with one of our banking

partners.

B You mustcomplete and submit the ERO Settlement Solution for your main office before submitting those

foryour add office(s)
To do this:

1. From the Overview screen, clickthe link to open the ERO Settlement Solutions Portal.
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Enrollment Application where you can view

2. Download and review the ERO Settlement Solutions Agreement and verify your office information on this

screen.

3. Select the checkboxindicating you agree to the terms, and then click Continue to Enrollment.

Provider Enrollment Portal

ERO Settlement Solutions Enrollment Agreement

Before enrolling, you must review and agree to the terms and conditions of the
ERO Settlement Solutions Enrollment Agreement.**

Download Agreement

*
user Name Tt
*clientD | 5o00010

"EFIN | 008730

I have read and agree to the terms and conditions**

Continue to Enrollment

Settlement Solutions




4. Next, click Get Started to complete a little more information about your office, choose the banking
partner you wantto work with, and submityour application.

Settlement Solutions Enrollment

You can select providers and complete the enrollment process through a secure portal.

G
LR - - -3

Complete Select Complete Send

Office Info Providers Provider Info Applications

[ Get Started ]

Reports

As an ATX customer, on the Reports tab you can access the ATX Product Activation Codes Report, to view the
ATX Product Activation Codes for all your offices. You can display these on screen or exportthem to Excel.
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Portal Details TaxWise Blog

Admin Password Resets Detail
Admin Password Resets Summary




Import

Imports tab iswhere you will go to import multiple offices from the spreadsheet you have created if you are
importing a large group of offices.
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Central Office Manager

OVERVIEW OFFICES REPORTS IMPORT TOOLS DOWNLOADS
Import Results Ly Import New Office(s)

No import file has been uploaded!

Tools

From the Tools page, you can carryforward data fromthe prior year of TaxWise into the currentyear for
multiple offices at once. You can also review returns from multiple offices and send setup information to
sub-offices. Pertinentto you asan ATX user are:

« Carry Data - The Carry Data feature gives you the ability to carry over tax year office datato another
tax year.You can either carry the data forward or backward.

Setup Return Retrieval - There are two methods of Return Retrieval. Which one you should use
depends on the nature of your business. If you are a reseller, Return Retrieval gives the Main Office
the ability to download returns e-filed by their Sub Offices. The use of this toolis reserved exclusively
forthe Admin user. Ifyou are nota reseller, Return Retrieval requires two steps. EFIN Approval, and
then Return Retrieval.

Email - The Email feature allows a Main Office to create a mass email that can be sent to one or more
Add Offices simultaneously.

1. Click the tabsalongthetop of the Tools page to view each section.
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Downloads

On the Downloads page, you can find helpful resources broken down into two tabs. The documentstab
includes templates for importing multiple offices. As an ATX customer, the TaxWise Updates tab does not

apply.
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CCH SFS Satflemant Solutions Enroliment Agreement

Help

To view the Help files for COM:

1. Clickthe Help link at the top of the page.

2. COM displays the Help contenton a new internet browser tab. Browse the table of contents or type a

keyword to search.
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