ATX™ Learning Portal

Quick Entry

Quick Entry allows you to enter data in payer forms, such as the W-2 and 1099-R, more efficiently.
ATX allows you to save payer information, including names, addresses and phone numbers, in a database
using the Payer Manager. Once you add the payer to your database, you can select that payer on your forms

to automatically enter that information in your returns.

1. To access, from the Tools menu, click Payer Manager to display the Payer Manager dialog box.
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Here, you can add new payers to use on future returns, edit existing payers or delete payers you no longer
need. You can also add payers in an open return. To do this:

2. Inthe open return, navigate to your form, such as the W-2.

3. Select the Add to Payer Manager check box.
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4. Type the payer information in the form, as you normally would.
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5. ATX saves the information to your database for future use.

Using Quick Entry

1. Once you add payers, use the Quick Entry drop-down list to select a payer to use in a return.
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2. ATX populates the payer information on the form.

@ ATX provides a similar function for business returns. Use Company Manager instead of Payer Manager to
add companies for business returns.




