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My official 941 prints page 1 & page 2 front to back.  Do I need to print my form that way?

No, the two pages can be printed on separate pages and submitted to the IRS.

My CA DE-6 only prints the numbers and does not print the boxes like my official form.  
How do I make it print the boxes?

The CA DE-6 is certified with the state to print as is from the program.  Because this form is scanned, CA does 
not want the boxes to print on the copy you mail to the state.

I am trying to print my CA DE-6 on my official form and there is some information that is printing over 
top items on my form.  How do I fix this?

The CA DE-6 is not designed to print on the official form.  You can just insert blank paper to print and submit 
this to the state.

I am trying to process my quarterly reports and I keep getting an Internet connection error.

If you are getting the Internet connection error there is an update available for the program and the program 
is trying to connect to our site to download this update.  Make sure that you are connected to the Internet 
and that your firewall is set to allow access to our site.  If you continue to have problems contact technical 
support to find out the location of a web or CD install for the program.

When are the quarterly updates ready for download?

The dates for these updates are March 20th, June 20th, September 20th, & December 20th.  
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I just printed the certified copy of the form and part of it is being cut off.

Check your alignment of the form by printing a records copy.  A target mark will print in one of the four 
corners (usually the top left corner).  This mark when properly aligned will print one inch by one inch from 
the corner.  Adjust the alignment on the print dialog.  Once this is adjusted the setting will stay unless you 
change printers or print drivers.

I just finished aligning my form but part of the form near the edge is still being cut off.

Check with your printer manufacturer to see if there is a print driver available that can print closer to the edge 
of the paper (some forms require less than an 1/8th of inch border) or try printing to another printer that can 
print closer to the edge.

I am running my unemployment report and the wages coming in for each employee do not appear to 
be including all of the employees wages.  Where are you getting these numbers from in my software?

All states want the wages subject to unemployment reported on their forms.  In some states they do not 
allow for any exemptions from Gross Pay so the wages will match Gross Pay but other states do allow for 
exemptions such as 125 café plans.  You can contact your state to find out more information.

I have several employees who have met their upper limit but it is still including all of their wages 
as taxable.
Check your payroll software and make sure that you have correctly entered the upper limit for your state 
unemployment for the year.

Q
A

I need to submit my unemployment information on magnetic media.  Can your program do that?

Our program has a built in eFile feature that allows you to submit your filing to our eFile department.  We will 
then process the form in the method required by the state (in this case on magnetic media) and submit it to 
the state by the due date.
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When the W-2 prints it prints the background but it does not print it in red.  How can I get this to 
print correctly?

The W-2 that prints in the program has been certified for submission on plain paper.  The boxes are not 
required to be printed in red ink on computer-generated forms.

Can I print my employee W2 copies on plain paper?

There is a requirement that employee copies are printed on perforated paper or cut apart for the employee 
before they are handed out.

When my NJ 927 form comes up on screen it is showing my amounts without the decimal place.  
Is this correct?

Yes, the NJ form is a scanned form and the state does not want the decimal point but does want the cent 
information.

I just brought up my federal 941 and there is no schedule B.  How do I get this information?

On the second page there are three checkboxes for status identification.  Once you have selected that you 
are a semi-weekly depositor the Schedule B will be automatically attached and filled out.
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I just updated my forms and the federal 941 and some of my state forms are now for the current year 
but I need to file it for last year.  Is there any way to get the old forms back?

No, our program only supports forms for the current year.  If you need to file for a previous year you will need 
to enter the information manually on the older form that you got from the agency.
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I am trying to enter my registration code and it keeps saying it is invalid.

Make sure that the EIN entered in the top box on the registration screen is the one you used to register with.  
If you have multiple companies, you may need to change the number to the correct one and then enter the code.
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I am printing my forms and they keep printing a records only banner across them.

Make sure that you have walked through all the steps in the form to get to the state or federal copy step.  
The progress bar at the top of the form should be all the way to the right under state or federal copy.  
Note:  There are a couple of forms that the states no longer allow a paper form to be printed contact eFile 
support at (701) 746-6814 for eFile information for this form.

Visit efile.aatrix.comTRAVERSE Support - 800-320-3088 ext. 2008



Q&A
Frequently 
Asked Questions

How do I enroll for eFiling?

You just need to go to efile.aatrix.com and select Not Enrolled?  Click here and you will be walked through a 
wizard to complete the process.

How long does it take to get setup to eFile?

You just need to go to efile.aatrix.com and you can register in just minutes.  You select your own username 
and password and can immediately start submitting filings once you complete the enrollment process.  
Just remember to fax over the signed authorization form from the last step of the enrollment process 
so your filings can be submitted on your behalf.

What is the cutoff date(s) for eFiling?

We require all forms be submitted two business days before the due date not including the due date.  Any 
filings submitted after this point will be charged a $25 late fee for priority processing.

I just submitted my form to the eFile center and realized that I made an error.  How can I correct it?

You can make the correction to the form and resubmit the filing up until the point that it has been processed by the 
center and submitted to the appropriate agency.  When resubmitting the filing if it has not been processed yet you 
will receive a message asking if you want to replace the previous filing.   You can check your filing history on the web 
site to see the status of your filing.  

When submitting an eFile do I have to make the payment through the eFile center or can I send the 
payment myself?

During the submission process you will be prompted that there is an amount due and asked if you want to 
make the payment yourself or if you want the eFile center to make that payment from your account.  If you 
are going to make this payment yourself make sure you contact the state and verify that this is acceptable 
and to verify what needs to be submitted with the payment.
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I efiled my quarterly filing at the beginning of the month but my payment still has not cleared my 
checking account.

The eFile center in most cases does not start submitting the filings to the appropriate agencies until 2-3 
business days before the due date so even if you submitted it to eFile center at the beginning of the month 
it will not be processed by the state until closer to the due date.

I do not have Internet access on the computer I do my payroll on.  Is there any way to download the 
quarterly updates on another machine or get a CD sent out?

Yes, we do provide web and/or CD installs of our quarterly updates.  Please contact technical support for 
further information on where to get access to these files.

I work for a non-profit organization and we do not have access to a credit card.  Is there any other 
method for paying for the eFile charges?

You can contact eFile support at (701) 746-6814 to find out more information on how to prepay for eFile 
charges using your checking account.

I just efiled a form.  How do I know that it was properly received?

You will receive an eFile confirmation for any filing that you have submitted.  This confirmation will be sent to the 
email that you registered with during the enrollment process.  You can also check the filings that you have submitted 
online by logging into your account at efile.aatrix.com.

I did not receive an eFile confirmation for the form I just filed.

Go to efile.aatrix.com and log in using your username and password.  If you go to the Inbox tab you can find a 
copy of any of the email confirmations that have been sent to you.
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I am trying to enroll one of my taxpayers and I am getting a message that this taxpayer is already 
enrolled.

Make sure that you or someone else in your office has not already enrolled this user under a different 
username and password.  If this is the case, either use this username and password to file for this taxpayer 
or you can move them to the other account by first deleting this taxpayer from the original account.  If you 
do not know the username and password for the original account, click on the Forgot your username and/or 
password and enter your federal EIN when prompted.

I forgot my username and password for eFiling. How do I go about getting this information?

Go to efile.aatrix.com and click on the link for forgot your login and enter your FEIN number when prompted.

I need to change some of my enrollment information like my credit card or email address.  How can I 
do this?

Go to eFile.aatrix.com and log in with your username and password.  Note:  If you are changing the contact 
information for the person who signed the original authorization form please print a new form and fax in the 
authorization form again to update our records.

I want to sign up for eFiling for my clients but I do not have a Federal EIN.  Can I still register?

Yes, just use your SSN instead in the Federal EIN field.
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How do I enroll for the W-2 eFiling Service?

Go to efile.aatrix.com and complete the easy online enrollment forms. If filing only W2s, you do not have to 
complete the payment info or signature page options.

How does this work?

Select the W-2 form within your software. After confirming your W2 information is correct, click eFile and 
follow the simple instructions.

How do I know that Aatrix has received my W2s?

You will receive an email immediately upon the receipt of the filing. The email will contain a unique 
confirmation id# and the anticipated date that your employees W2s will be mailed.

How do I pay the filing fees?

Payment is made via a major credit card at the time of the filing.

What if my employee loses their W2?

All of your companies W2s are stored in a history file on your computer. You can view and print any W2 
as needed.

What if I have to correct a W2?

Aatrix does not file fed or state copies until their respective due dates. In most cases if the revised W2 
is re-eFiled by March 28th, Aatrix will simply update your account to reflect the revised information.

How long has Aatrix offered this service?

Aatrix has filed hundreds of thousands of W2s over the past 3 years. The service is now available to 
over 200,000 customers.
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I just submitted my W-2s through the eFile center.  When these are sent to the SSA is the W-3 
information also included?

Yes, when we electronically submit the W-2s the file contains the totals of all the W-2s you have submitted.

I need to submit my W-2 to the state on magnetic media.  Is there a way to do this with your program?

Yes, you can process the W-2 form that is listed in the federal form list in the program.  After completing 
the steps in the W-2 grid you will be asked what you want to process.  You can select skip on all the forms 
besides the state copy where you will want to select eFile.  If your state requires a special form that needs to 
be submitted to the state with the W-2s this form will appear on screen for your review.
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Can I have printed W-2s delivered to some of my employees and online delivery for others?

Yes. With the Complete Service you can have printed W-2s delivered to some of your employees and others 
receive them online only.  Employees receiving a printed W-2 will be billed at the complete service rate, and 
those choosing to receive them online only will be billed at the Express W-2 Service rate. This is a great way 
to further reduce the cost of processing your W-2s.

How do my employees receive their login information and passwords to access their W-2s online?

Those employees with email addresses will receive this information via email. The Payroll Administrator at your 
business will have access to all passwords from the history file created during the eFiling process.

Can I print some of my employees W-2s and have Aatrix host some of my employee’s W-2s?

Not at this time. The Express W-2 Service includes federal and state filings as well as online delivery of employee 
W-2s. You may choose the Express Service and ALL of your employee copies will be hosted online.  

How soon after I eFile my W-2s will my employees have access to their W-2s?

24 hours from the time the eFile is submitted.

W-2 online delivery
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