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Payroll Compliance Reporting Learning 
Portal 

 

Preparing Series 94x Returns 
 
Many employers must file quarterly returns to report employees’ wages and tips, as well as federal 
withholding for the quarter. These quarterly returns also list Social Security and Medicare taxes and 
adjustments. Some employers, who withhold amounts less than $1,000, only file a return annually. These 
quarterly and annual returns are filed using the following forms: 
 

• Form 940, Employer’s Annual Federal Unemployment (FUTA) Tax Return 
• Form 940, Employer’s Quarterly Federal Tax Return 
• Form 943, Employer’s Annual Federal Tax Return for Agricultural Employees 
• Form 944, Employer’s Annual Federal Tax Return 
• Form 945, Annual Return of Withheld Federal Income Tax 

 
 For more information on who should file these returns, review the instructions for each form type.  

 

Payroll Compliance Reporting (PCR) allows you to prepare and file series 94x forms. To start a new 94x return:  

1. In the Return Manager, click New on the toolbar.  
 

 
 
 
 
 
 
 

 
2. PCR displays the Select Forms dialog box. Select the forms to add to the new return and click Open 

Forms. For this lesson, we will choose Form 940. 
 

 

https://apps.irs.gov/app/picklist/list/formsPublications.html?value=&criteria=formNumber&submitSearch=Find


 
 
 
 
 
 

 

 
 You can select as many forms as you need at this time or add more forms later.  

 
3. PCR opens the return along with the Main Information Sheet for the selected return. Select the Info Sheet 

checkbox and select the entity type for this payer. 
 

 

4. Then, click Apply Section. 

 

 



 
 
 
 
 
 

 

 

5. The program expands the form, so you can begin entering the payer information. 
 

 

JumpTo 

On all forms, schedules and worksheets, PCR calculates values in white boxes from data typed elsewhere. 
JumpTo enables fast navigation to the forms, schedules or worksheets from which this data originates.  

 

 

 



 
 
 
 
 
 

 

To use JumpTo:  

1. From a calculated box, click the JumpTo icon.  
 

 
 
 
 

2. JumpTo navigates to the source box.  
 

3. Enter the information in the field. PCR carries this information to the calculated field. 

 
Navigating Forms 

Many forms consist of multiple pages and worksheets to allow detailed data entry. Below are multiple ways 
to navigate and enter data, depending on the situation.  
 
Navigating Through a Single Page 

To navigate through a single page: 

• Press Enter or Tab to move from the current box to the next box.  
• To reverse direction, press Shift+Tab. 

 

Navigation Bar 

PCR displays a navigation bar below the active form, consisting of the Pages & Worksheets button and a 
series of tabs. PCR 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 to open. 
 

 

 

 

 

 

 

 

 



 
 
 
 
 
 

 

 

 

Main Information Sheet 

Enter the payer information for 940 series forms on the Main Information Sheet.  

 Complete the business name and Employer Identification number in the appropriate fields.   
 Next, complete the information in the Address section.  

 

 

 

 Scroll down to input the Business Activity Code and Partnership Representative or Designated Individual 
details. 



 
 
 
 
 
 

 

 

 
 Click the 940 tab to display the Data Sheet for Form 940. Select any appropriate checkboxes. 

 



 
 
 
 
 
 

 

 
3. In the Pages & Worksheets area, click the 1 tab to access Page 1 of Form 940. 
 

 
 

 
4. Payroll Compliance Reporting displays the 940 Form, Employer’s Annual Federal Unemployment (FUTA) 

Tax Return. Some fields are direct entry and others are calculated fields. Complete the required direct 
entry fields on page 1 before moving on to Page 2.  

 
 Calculated fields have a white background, while direct entry fields have a blue background.  

 

 
 If there is a refund on line 15, select the appropriate check box as to how you want the overpayment 

handled.  
 

 
 

  

 

 



 
 
 
 
 
 

 

 
5. On Page 2 of the 940 return complete the information for each quarter if applicable.  
 

 
6. Then complete the third-party designee information if applicable. In Part 7 the taxpayer will sign the 

return.   
 

 
 

 If you are the paid preparer, complete the bottom section of the form.    
 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

940/941 EF Info  

After completing the tax-related information for the return, complete the electronic filing information. 

To do this: 

1. Select the 940/941 EF Info tab. Include this form in any series 94x return you want to e-file.  
 
2. In the Signature Method section, choose the PIN method and enter the required information.    

 

 

 

3. Select the appropriate check box to identify if the taxpayer or ERO entered the Taxpayer PIN. 
 
 
 
 
 

 



 
 
 
 
 
 

 

4. The EFIN automatically displays from the Preparer Manager, and PCR automatically generates the 
Submission ID.  
 

 

 

 

 

 
 
5. The Business Information section automatically completes from other sections of the return, and the 

Preparer and ERO information pulls from Preparer Manager.  
 
6. In the navigation bar, click the Payment and Refund tab. PCR automatically marks the check box for 

payment or refund. Select the desired method for making a payment or receiving the refund.    
 

 

Completing Returns 

Once you complete the return, check it for missing information before creating the e-file. 

To do this: 

1. Click Check Return   on the toolbar. 
 
2. PCR displays the results at the bottom of the screen with errors in red text. Click the error to navigate to 

the form and box in question. 
 

 



 
 
 
 
 
 

 

 
 
3. Correct the information to remove the error. After you correct errors, click Re-Check to clear corrected 

errors and check for additional errors. 
 

 

 
4. Once you correct any errors, you can create the federal and state e-files. 

5. Click E-file   on the toolbar. On the Create E-file dialog box, select the check box for the e-files you 
want to create, and click Create. 

 

 

 

 

 

 

 

 

 

 
 Creating the federal and state e-files at the same time saves time. Though you can create the returns at 

the same time, you do not have to submit them at the same time. PCR displays the files separately in  
E-file Manager so you can choose when to send each return. 
 

6. Once you create the e-file, you must submit it to the IRS or state for processing.  
 

To send the e-files after creating them: 

1. Click E-file Manager.  
 
2. PCR displays the e-files you created. Select the check box(es) for the files you want to send and click 

Transmit. 
 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
3. PCR displays the Transmit Marked E-Files dialog box. Verify the selected returns and click Transmit 

Marked E-files. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. PCR displays the Transmission Results dialog box with a status checklist on the left as it processes and 

sends the returns, and a more detailed account of progress in Details on the right. 

 
5. When the transmission is complete, click Close. 
 

 

 



 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The IRS processes and sends an acknowledgement to show whether the return is accepted or rejected. To 
pick up acknowledgements while in E-file Manager, click Receive Acks. PCR connects to the Electronic 
Filing Center and downloads the available acknowledgements. Click Close.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 


