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ATX™ Learning Portal 

Central Office Manager (COM) 
Customers who purchase ATX™ for multiple offices use Central Office Manager to set up additional 
offices, Add EFINs, and apply for Refund Settlement Solutions. Central Office Manager provides a 
cloud-based solution for managing offices from any location with an internet connection. 
  
To access Central Office Manager: 
1. Navigate to https://com.cchsfs.com.  

2. Log in using your Client ID, the username Admin, and your password.  

 
 

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

3. Select the I’m not a robot check box, complete any additional reCAPTCHA prompts, and click Login. 

4. Central Office Manager displays the Overview page.  

https://com.cchsfs.com/


 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. From this screen, 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).   

 

 

 

 
 

 

 

 



 
 
 
 
 
 

 

2. Click Create a New office, and then Continue. 

 
 

 If you are adding 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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Expand each heading to 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 account is provisioned, come back and update this with 
the EFIN for this record.  

 



 
 
 
 
 
 

 

• Mailing Address and Shipping Address – Complete offices mailing and Shipping Address.  
 

 Fields with a red asterisk are required. 

5. Once you have completed the required fields, 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.   

 

 

 

 

 

 

 

 

2. Click the arrow to expand the Company/Contact Info section.  

 

 

 

 

 

 

 

3. To change the EFIN, click the Change button.  

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

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

5. At the bottom, select the checkbox that you acknowledge that you have read, understand, and agree with 
the foregoing statements.   

6. Verify the email address and click Continue.   

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Locate and select the file, then click Open.  

 

 

 

 

 

 

 

 

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

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

Carry Forward 

If rather than creating a new office, you want to carry forward an office from the prior year, 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 year you are carrying this office from and to.   

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

 

 

 

 

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

4. And click the Carry Data link.  

 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

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. 

 You must complete and submit the ERO Settlement Solution for your main office before submitting those 
for your add office(s) 

To do this: 

1. From the Overview screen, click the link to open the ERO Settlement Solutions Portal. 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

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

 

 

 

 

 

 

 

 

 

 

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 export them to Excel.  

 

 

 

 

 

 

 

 

 

  

 

 



 
 
 
 
 
 

 

Import 

Imports tab is where you will go to import multiple offices from the spreadsheet you have created if you are 
importing a large group of offices.  

 

 

 

 

 

 

Tools 

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

• Carry Data - The Carry Data feature gives you the ability to carry over tax year office data to 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 tool is reserved exclusively 
for the Admin user.  If you are not a 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 tabs along the top of the Tools page to view each section.   

  

 

 



 
 
 
 
 
 

 

Downloads 

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

 
 

 

 

 

 

 

 

Help 

To view the Help files for COM: 

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

2. COM displays the Help content on a new internet browser tab. Browse the table of contents or type a 
keyword to search. 

 

 

 

 

 

 


