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Whether you are paper filing or efiling, you must go through our third-party tax company, Aatrix.
Please find the instructions for the process below. Reminder - Form 941 should be submitted by the
Last day of the month following quarter end, i.e. 1st Quarter Form 941 is due by April 30th.

If you are new to Church Windows Payroll and you are creating the Form 941 for the first time, go to
Administration/Sys Info, to fill in the church’s information, including Tax ID numbers.

. . s =
If your church is not subject to SUTA m
(State Unemployment Tax), go to
Payroll>Special Functions>Settings> T
Additional Tax Form Information> click on R
the check box This Organization is e 2
exempt from Unemployment Insurance. city [Colurbs
State |OH Zip 43230
. Email |susan@anytownchurch.org

Cl ICk OK # This Organization is exempt from Unemployment Insurance

Submitter EIN | 12-345678

Preparer Code |0

Contact Name |Susan Sumith

Signatory Name | Susan Smith]
*QOrganization Information can be changed from the main screen of Church Windows under System Administration

To create the quarterly Form 941, in Church Windows Payroll, go to Reports/Export at the top of the
screen and select Tax Reports>Tax Forms.

PLEASE NOTE: if you do not see the 2026 941/Schedule B/941-V Report under Forms or you are getting an
Error, the Aatrix Updater must be run. Close Church Windows and go to https://partner.aatrix.com/
church-windows/, at the top right, click on Updates or scroll to the bottom of the page and click on
Church Windows Update under Product Updates.

The example below is for the 1st Quarter of 2026, but applicable for any Quarter.

[ Tax Forms il |~ ]
J Form Selection || Contact/Company Info || Designee fPreparer ‘

From the Forms list, select 2026

94 1/SChedUIe B/94 1 'V Report. Type of form to file: (5) Federal () state
Form: L‘ Description of Selected Form
. . [ 1/Schedule B/S: [Quarterly] Employer's Quarterly Federal Tax View in-progress or completed reports:
Choose the Year’ Reportlng PerIOd7 gﬂiﬁxg;e'jmt e mf&:mah%?’u?%}us Tafrlmr\ezealnﬁiert‘ob ’ D
and Quarterly.
Click Print.

Filter Forms
Quarter 1
‘Year 2026 l ( Month

Reporting period | Quarterly
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Verify 941 Deposit Amount. Click Yes.

941 Filing Instructions

(Rev 03/26)

Verify 941 Deposit Amount ,

If you are a Quarterly Depositor and have not deposited, _ o
A i The total of deposits for the period is:
click No, and enter zero in the amount. Ty —

Verify 941 Deposit Amount

The total of deposits for the period is: $t ’ L‘J Yeg | I H o ‘ I Cancel

Enter the correct smount here: 50.00 If the amount is differept, click No. Enter the
Is this amount correct? amount of your DepOSIt

|‘f Yes Hx No “ Cancel I

Then, Click Yes.

**Please Note: If you are creating your Form 941 for the first time using Church Windows Payroll/
Aatrix, you will fill in the following setup screens. Skip to the center of Page 3 if you have previously
used the Aatrix filing process.

‘ \ﬂ Company Setup Wizard @
YOU maM be asked to Verify your Get Started Printing or eFiling Your Federal & State Forms
Company's FEIN; edit if necessary. ool forme and. must b carrec, I i mumber 1 nokcomrct, yos it feturn toyour
accounting/payroll software to make the correction.
Click Next. Company FEIN
- [3][+][5]]e] 9]
‘ @ Multiple Payroll Data Files )

Please Read Carefully

Answering incorrecthy may require you to restart the filng process.

Click No, I use a single payroll data file for this EIN, is
typically what is chosen.

Do you use multiple payroll data files for the same federal EIN and form bype?
You may be using multiple payrol data files in your accounting software to handle:
«multiple companies
. « multiple departments
Cl |Ck Next_ « multiple divisions
« multiple sites

all under the same federal ETN.

(0) Yes. | use multiple payroll data files for this EIN.

(®) Mo, | use a single payroll data file for this EIN

Enter your Company Information,

click Next. < Back Nexd > Cancel
4] Company Information ) Indicate, Which type of filer are you?
Compeny rime: [Aeonn Cruren | Tiecenane. | \ I am filing for my company/employer is typically what is
chosen.

Country: [USA (United States) ~]
Address line 1: |450 Beecher Rd | Line 2: | ‘ CIiCk Next-
Cty: |Co\umbug | State |0H | ZIP code:
Phone s ssesmss | B | | Fox l:l ‘ \ﬂ Tax Preparer Type (?)
Contact first name |Sugan | Last name: |Smilh ‘
Title: |Treasurer | Email |su5an@5ﬂﬂownchurch.org ‘ [l brediic s vl
Contact phone |{555) 555-6555 | Ext ‘ ‘
Contact address |450 Beecher Rd Columbus OH 43230 ‘ ("1 am a third-party, paid Tax Preparer, fiing for ane or multiple companies/EINs. *

If you have 10 or more companies, you may sign up for the Batch eFiing Service fees apply).

Visit hitp://aatrix com/batchefiing to leam more

< Back Next > Cancel
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The State & Local Tax Items must be completed if highlighted in red. Click Edit to make changes or
additions to fill in the State, Tax Name and Tax Account

Number. .
\ﬂ State & Local Tax Items (?)
Cl ICk OK a n d NeXt. Property formatted tax account numbers are required for quarterly and year-end forms. Avoid rejected forms and eFiles! MOST
filing emors are due to incomectly formatted withholding or unemployment account numbers.
State Tax ftems
State Tax Name Tax Accourt Number Add

Edit...

Remove

Local Tax ftems

State Tax Mame W-2 Name Tax Type Tax Accourt Number Add...
Edit...

Remove

< Back Next > Cancel

**TO CONTINUE PROCESSING THE FORM 941...

Please complete required RED fields. Enter information
and TAB for neXt RED fleld C“Ck OK __I; ?Egslec:gﬁlg?[ﬁ?;;éd REL fields. Enter information and

ed Fields

You must click the applicable box to indicate your Deposit Schedule.

Aatrix Rew. 3/13/23
Chedithe box if you need to file 8 Change of Address or Responsible Party Form, 8822-B I:‘ 950224

Mame (nof powr frade name) | Employer identification number (EIN}

If you're unsure about whether you're a monthly schedule depositer or a semiweekly schedule depositor, see section 11 of Pub. 15.

16 Checkone'D Line 12 on this return is less than §2,500 or line 12 on the return for the prior quarter was less than 52,500, and you didnt
. incur a $100,000 next-day deposit obligation during the current quarter. Kline 12 for the prior guarter was less than 32,500

butline 12 on thisreturn is $100,000 or more, you must provide a record of your federal tax liability. If you're a monthly
sohedule depositor, complete the deposit schedule below; if you're 8 semiweekly schedule depositor, attach Schedule B (Form 841).

Goto Part 3.
|:| You were a monthly schedule depositor for the entire quarter. Enisryour tax lisbility for each menth and total
liability for the quarter, then go to Part 3.

Tax liability: Month 1 |

|
Month 2 | . |
|

Month 3 |

Total liability for quarter| ' | Total must equal line 12.

D You were a semiweekly schedule depositor for any part of this quarter.Complete Schedule B (Form 541,
Report of Tax Liability for Semiweekly Schedule Depositors, snd attach it to Form 241, Go to Part 3.

NOTE: Even if you Deposit Monthly, but your Deposit is less than $2500, you are considered a
Quarterly Depositor.

e You may need to fill in the name and phone of the person responsible for signing the form.

« Due to rounding, you may need to fill in the amount of the difference on Line 7. The amount in
Line 15 is usually the amount needed in Line 7. Once you enter the amount in Line 7, Lines 12
and 13 will match and Line15 will be blank.

e Once red areas are filled in, click Next Step.
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The Change of Address or Responsible Party prompt appears. '
Click OK. e T S e e
page.
If you are efiling, you will be prompted later to enter your oK
signature.
Verify Report Complete X

I_\ Important Notice

Thiz iz waur final oppartunity to review or edit this repart. Click "Double Check'
to go back., print a review copy, and check figures.

Important Notice appears, which is your opportunity to , o , .
. . . . Biefore you print and mail or eFile this report, you must recheck. all figures which
review or edlt the 941 If you CIICk, Double CheCk are included in this report. 1F there are anp numbers which are incomect, now iz

the time ko fi themn.

By clicking on the "Agree" button below, you agree that pou have double

Or CI|Ck Agl’ee to Contlnue proceSS|ng checked the figures generated by this report.

IF you print and mail...
I ail forms with enough time prior to their due dates to avoid potential
govermment fines.

IF you eFile_..

Submit eFiles at least three [3) buzsinezs daps prior to their due date to avoid
government finez or priority processing fees.

Agree Double Check.

The yellow banner at the top of the form indicates where you are in the process of printing your 941.
It allows you to switch between Pages, Print, Save and move to the Next Step of your Form 941.

File Edit View Tools Help

Review / Edit My Co Federal Co \
—— vy N @)
i,
/ L {
- > 0 Done reviewing? Click Next Step to print My Copy. \se=* U “h ‘
2 pages Print Save Frew Step Mext Step

Click Print when the yellow banner is showing My Copy. Click Next Step to print the Federal Copy.

Click Close on the Aatrix ad.

Filing Options x
Please select how you want to file your report.

Click Print to print the 941 and mail it in. 1 eFile

e | Clickthe eFile button to electronically file this report for $9.49.%

Mo printing, folding, or mailing is required.
Click here for details on eFile package pricing.

Click eFile to choose to eFile through Aatrix, which is

i Print
a COSt tO yOU. FOIIOW the AatrIX prompts' i ) Click the Print button to open the Print window, which allows you to
— setup your printer, insert blank forms or plain paper, and use the
— Page Align feature. When you are done printing your forms, sign,

fold, and mail them to the local, state, and/or federal agency.
* Actual pricing may vary at time of eFiling due to other factors such as priority processing fees.

Cancel

Once printing is completed you will see the
Processing Complete box. Click Yes.

Processing Complete

| Did you complete processing this report?
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Please carefully read the screens that appear. If you have eFiling questions, please contact Aatrix
directly.

Aatrix ads may appear thru the process, which you may click through and close. If you are printing
Tax forms, there is no cost to you.

Aatrix Support

Monday - Friday from 8 am to 5 pm CDT

Phone 701-746-6814 (Windows Support) 701-746-6017 (MAC Support)

Fax: 701-746-4393

Email: helpme@aatrix.com (Windows Support) macsupport@aatrix.com (MAC Support)
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