ATX™ Learning Portal

Rolling Over Sub-Offices

To roll over an Add Office or Add EFIN from one year to another.

1. Navigate to https://com.cchsfs.com.
2. Login using your Client ID, the username Admin, and your password.

3. Select the I'm not a robot check box, complete any additional reCaptcha prompts, and click Login.
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CLICK HERE T

for Details on 2-Step Verification
(Multi-Factor Authentication) j

You are not authorized to use Centralized Office

Management.

Client Login

Please login to your account by completing the form below

Client ID Password Reguirements
* Must be at least 8 characters in
length
* Must not exceed 100 characters
Username * Must contain at least one number
* Must contain at least one special
character(#?1@5%"&*-)
* Must contain at least one upper
case character
Password

Must contain at least one lower
case character

Case-sensitive

Cannot contain the user name

r v of v
User Verification ( what's this? ) (G (T gy Gl g7 (G 1

passwords
I'm not a robot ™ « Passwords expire every 90 days
- _7:: User names and passwords used on this
WARNING: Three unsuccessful login attempts will lock your site are different from user names and
account passwords used in the desktop tax
First time signing in? application. Each must be maintained
Forgot username or password? independently.

Your login credentials use the same password you use for the Customer Solution Center.
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https://com.cchsfs.com/

4, Central Office Manager displays the Overview page. Click the Tools tab.
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Logout
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5. From the Carry Data tab, click the drop-down menus to select the year you are carrying this office from

and to.

6. Click Refresh Grid.

7. Select the checkbox of the office or offices you want to carry forward. Once the office(s) have been

selected, click Carry Data.
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Office Name
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8. Central Office Manager displays the Carry Over Summary dialog box, reflecting the status of the Carry

Forward. Click Close.
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Central Office Manager

The Add Office or Add EFIN rolled over will be setup using prior year information.
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DD1D-DDF2-
QUALITY- . TWD,
PPR TEST ACCOUNT g 5
527554 PPRIESTACLOUNT 0 SFSQA ASSURANCE Active 1024 RDEB-M1DM WO
CDAD
089825 LOIS 1 LOIS BLACKMORE  Active 194498
089869 LUIS 3 LUIS GALVIS Pending 919233
089826 ALMA 5 ALMA RUBIO-VALLE Active 731091 UQSR-DDDD- TWD

RDEB-M1DD-ILNY




