ATX™ Learning Portal

Adding Forms

ATX allows you to add forms to an open return at any time.

To add forms to a return:

1. Click Add Forms.
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2. In the Select Forms dialog box, type the form name in the Find box.

3. Select the form in the list and click Open Forms.
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4, ATX adds the form to the return and lists the new form as a tab on the left.
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Adding State Forms
To add state forms:
1. In the Select Forms window, select the State checkbox.
2. To filter to a specific state, select the state from the drop-down list.
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3. Select the forms and click Open Forms.

Adding a Client Letter

To add a letter to an open return:

1. On the Forms menu, click Client Letter.

2. In the Client Communication Manager dialog box, click Attach.
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3. In the Attach to Return dialog box, select the check box for the letter you want to add and click Attach.
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4. Close Client Communication Manager to view the letter in the return. ATX completes the variable fields
with the information from the return.
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Federal Client Letter
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Bank Account August 27, 2020

Comparison

James Example
1099-DIV

123 Taxpayer Ln
KENNESAW, GA 30144

Dear James, Example
You will receive a federal refund check in the amount of $475 in the mail

You can check the status of your federal tax refund by using "Where's My Refund?”, an interactive tool
available on www.IRS.gov or by using the "IRS2Go" smartphone application. You can also call the IRS
TeleTax System at (800) 829-4477 or the IRS Refund Hotline at (800) 829-1954. When using any of these

options, you will need the following information

The first social security number shown on the federal return
Your filing status (Single)
The exact amount of the refund shown on your federal return ($475)

Enclosed please find two copies of your 2019 federal income tax return. | have prepared your return based
on the information you provided. File one copy with the Internal Revenue Service and retain the second
copy for your records. Please review, sign, and date your filing copy before mailing




B For more information on editing client letters, please review the Managing Client Letters lesson in the
Admin Roles and Functions module.

Adding a Billing Invoice

If you use the ATX billing invoice, you can add a client’s invoice directly to the return.
To add an invoice:

1. On the Forms menu, click Billing Invoice.

2. ATX displays the billing invoice in the return.

1040 Print thi ksh

Sch A D rint this worksheet

Sch EIC The total amount charged for tax preparation fees depends on the billing methods you have selected.

1040 EF Info Search 'Billing Rates’ in Program Help for instructions on changing the basic fees charged for specific forms or schedules.
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e Billing Options

W-2 Last year’s Total Bill:

Federal Client Letter  preparer Information

Print on Invoice
Name CCH SFS
Address 225 Chastain Meadows Ct
City Kennesaw State  GA Zip 30144
Foreign Country
Telephone Number

3. You can choose one or more methods for billing, choose to combine all charges into one line item, or
create a detailed billing statement.

To select a billing method:

1. Select the check box(es) for the billing methods you want to use.

Check the box(es) for the appropriate billing method(s):
Description Amount
|:| Flat fee billing Tax retumn preparation fee
Hourly rate billing Hourly billing fee 0.00
|:| By Form/Schedule Total Charges for Forms and Schedules 0.00
|:| By Worksheet Total Charges for Worksheets and Statements 0.00
|:| Combine all charges above  Tax retumn preparation fee Total: 0.00

2. ATX calculates the bill amount based on rates you set in Billing Manager.

3. Select any display options you want to apply.




Invoice and Forms Statement Options

Display list of forms, schedules, and werksheets on:
Invoice

D Forms Statement

Note: More than 20 items will cause ALL items to appear on 'Forms Statement’.
The text "See Forms Statement” will appear at the bottom of the ‘Invoice’ (unless suppressed, below)

l:l Include invoice number on 'Invoice’
Include tax year on 'Invoice’ 2017
Display additional text inputs beneath total on 'Inveice’
l:l Display Total on 'Forms Statement’
l:l Suppress "See Forms Statement” text on ‘Invoice’ if forms/schedules display on 'Forms Statement'
Amount
Enter retainer amount or prepayment {this will be displayed on 'Invoice’) . . . o FE
Form Display Options
[l Display charge amount for forms, schedules, and worksheets

[l Display forms, schedules, and worksheets with no charge

4. Select any additional charges to add for this return.

5. Type any discounts and adjustments not offered in the other options using the Miscellaneous Options
section.

Miscellaneous Options
Description Amount
[ ] Other Adjusiments

[ ] Discount Discount 0.00%

|:| Additional Discounts Additional Discounts 0.00
[ ] otner Information
[ ] Otner Information
[ ] Ctner Information
[ ] Other Information
[ ] sales Tax Rate Sales Tax 6.00%

If you choose Hourly rate billing, you must enter the total time spent on the return using the Hourly
Billing Rates worksheet tab to calculate the total amount due.

Hourly Billing Rates Prepared for:  James and Jane Taxpayer
Total:
Description Rate Hours Charge
Rate 1 Bob 99.00 0.00
Rate 2 Jane 75.00 0.00
Rate 3 Joe 25.00 0.00
Rate 4 John 100.00 0.00
Rate & Julian 400.00 0.00
Rate 6 Kathy 125.00 0.00
Rate 7 Mary 60.00 0.00
Rate 8 Iegan 75.00 0.00
Rate 9 Sally 50.00 0.00
Rate 10 Tony 100.00 0.00

For more information on setting up billing rates by hour or by form, please review the lesson on Billing
Manager in the Admin Roles and Functions module.




Discarding Forms

If you need to remove forms from a return, right-click on the form and choose to discard either one or

multiple forms.
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