
Click OK to start eFiling or Demo if user does not 

have a current Business Care Plan to run in demo 

mode.  Demo mode allows reports to be printed but 

will have DEMO printed on them.



To print or eFile a form – select the form 





Aatrix will update the files



When the update is finished, the following screen will pop up.  

Click Close.



W2/W3 form printing and eFiling form - select the option for processing.



Verify your customer ID number



Verify the company information – make any necessary changes



Select the Tax Preparer Type



Verify the State and Local Tax Accounts – make any necessary changes



Select the appropriate selections for Employee/W-3  data



Fill in the W-3 information required – standard Kind of Payer Box b is 941.



Answer Yes or No to Multiple Data files for same Federal ID.



Employee Information screen – review and verify data before proceeding



If any data is found to be invalid, a message box will pop up advising that there is 

an Invalid entry – which will be highlighted in red.  

Click on Go Back and Correct to fix.



Choose the Printing and Filing Option – Complete eFiling or Other (Print/eFile)



Click Next to skip the eFiling Service or select the check box to use eFiling



Select Yes or No to print divider sheets to separate the forms 



This screen shows what forms will be printed.  You can elect to print a hard copy 

of the selections for your records.  Click Next to continue.



Your W2’s will be printed – click on Print Final, then Next Step to advance to 

the next set of forms.  



Print all Reports (Federal and State W2’s and W3) and then select Next Step.



Notice to Employee box - review and click on Next Step.



Verification of data – review and click on Next Step.



You can do a test print and your information will be saved – answer 

Yes if you want to use your work-in-process. 



You can reprint W-2’s, eFile or print any W-2’s not yet processed, correct 

completed W-2’s or start the process over.   


