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ATX™ Learning Portal 

 

Entering Return Data 
 
To begin entering data in a return, start on the Main Information Sheet. Use this form to enter the taxpayer’s 
basic data., such as names, SSNs, address, and birthdates. The information entered on this form flows to 
various forms throughout the rest of the return. 

Fields with a blue background are direct entry fields, while a white background indicates a calculated field. 
ATX automatically enters the information on calculated fields from data on other forms, or calculations 
performed in the background. 

A yellow background indicates the current active field. 

 
To begin entering data: 
 
1. Place your cursor in the First Name field and begin typing the taxpayer’s name. 
 
2. Press Enter or Tab to move to the next field. 
 

 

 

 
3. Continue entering the information in the appropriate fields, including the SSN, spouse information if 

applicable, and address. 
 



 
 
 
 
 
 

 

 

 When pressing tab to move through the fields, ATX asks for the zip code first, then automatically adds the 
city and state for you. 

 
4. Next, select the checkbox to indicate the taxpayer’s filing status. 
 

 

 



 
 
 
 
 
 

 

Filer’s Information 
 
1. In the Filer’s Information section, type the taxpayer and spouse’s birthdates and phone number.  
 
2. Check any boxes that apply to indicate if the taxpayer or spouse is over age 65, deaf, permanently and 

totally disabled, or blind. 
 

 

 

3. In the next section, type the date the taxpayer signs the return, and indicate whether a third-party 
designee is authorized. 

 

 
 
 
 
 



 
 
 
 
 
 

 

4. Next, complete the information regarding the taxpayer’s identification verification, and type of proof 
used. 

 

 

 

Once you complete this form, ATX displays the information in the correct fields on Form 1040. 

 

 

 

 

 



 
 
 
 
 
 

 

 

Entering Dependents 

 

ATX calculates the number of dependents on Form 1040 from the Dependents worksheet.  
 
 
1. Click the first box in the dependent section, and click JumpTo. 

 

 

2. Type the dependent information in the boxes.  
 

 

 

3. ATX displays this information on Form 1040, page 1. 
 

 
 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

Color-Coding in Returns 

ATX uses different colors to indicate types of entry fields. Review the chart below for information on the 
colors and what they represent. 

Field Color Description 
Blue An input field that will accept user entries. With 

very few exceptions, all information should be 
entered in blue fields. 

Light Yellow The currently active data entry field. When the 
cursor is active in a blue field, the field changes 
to light yellow. 

White A field that contains links or calculations referred 
to by the program. You will receive a warning 
message whenever you attempt to enter 
information directly in a white field. 

Pink A calculated field that you've overrode. To restore 
the original links and calculations of a pink field, 
select the field, and then click 
the Restore button. 

Violet Contains an estimated amount. 
Green Indicates a link to another field. 

Navigating Forms 
ATX provides multiple pages and worksheets on each form to allow detailed data entry. See below for quick 
ways to navigate and enter data, depending on the situation. 

Navigating Through a Single Page  

To navigate through a single page: 

1. Press Enter or Tab to move from the current box to the next box.  

2. To reverse direction, press Shift+Tab. 

Navigation Bar 

ATX displays a navigation bar below the active form, consisting of the Pages & Worksheets button and a 
series of tabs. ATX associates each tab with a numbered form page, schedule, worksheet or other page of the 
active form.  
 
To navigate through the active form: 
 
1. Click Pages & Worksheets to display a list of all worksheets for the active form. 

 

 
2. Click the worksheet you want to open in the list. 

 



 
 
 
 
 
 

 

Jump To 

On all forms, schedules and worksheets, ATX calculates values in white boxes from data typed elsewhere. 
JumpTo enables fast navigation to the forms, schedules or worksheets from which this data originates. Fields 
that allow you to Jump to another form or field display a green arrow next to the field. 

To use JumpTo: 

 

1. Click a calculated box and click the JumpTo icon.  
 

 

 

2. If there is only one source box, JumpTo navigates to the source box.  
 
If ATX pulls information from multiple sources for the box, ATX displays the form options. Select the form, 
schedule or worksheet to which you want to navigate. 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

Keyboard Shortcuts 

To help complete returns quickly, ATX offers shortcuts for certain tasks. The full list of shortcuts is inside ATX 
Help. 

Some of the commonly used shortcuts include: 

• F1: Open Program Help 
• Ctrl+N: Open the Select Forms window 
• Ctrl+O: Open a selected return 

 

In an Open Return: 

• F3: Open IRS instructions 
• F4: Mark field as estimate 
• F6: JumpTo 
• F7: Cross Reference 
• Ctrl+E: Check Return 
• Ctrl+P: Print the return 
• Ctrl+S: Save the return 
• Ctrl+T: Insert Note 

 

In E-file Manager: 

• Ctrl+T: Transmit Returns 
• Ctrl+R: Receive Acknowledgements 

 

 

 

 

 

 

 

http://files.cchsfs.com/doc/atx/2018/Help/Default.htm#Both-SSource/Getting%20Started/Keyboard%20Shortcuts.htm%3FTocPath%3D_____25
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