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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. 
 

 

 

 

 

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. 
 

 

 

 

 

 

 

 

 

 

4. ATX adds the form to the return and lists the new form as a tab on the left. 
 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

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. 
 

 

 

 

 

 

 

 

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. 
 

 

 



 
 
 
 
 
 

 

 

 

 

 

 
3. In the Attach to Return dialog box, select the check box for the letter you want to add and click Attach. 
 

 

 

 

 

 

 

 

 

 

 

4. Close Client Communication Manager to view the letter in the return. ATX completes the variable fields 
with the information from the return. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

 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. 
 

 

 

 

 

 

 

 

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.  
 

 

 

 

 

 

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

3. Select any display options you want to apply. 
 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
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. 
 

 

 

 

 

 

 

 

 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. 
 

 

 

 

 

 

 

 

 
 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. 

 

 

 

 

 

 

 


