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Full Contact Accounting ™ 
 

Payroll 
E-File 941 Instructions 

 
Files to be submitted for E-filing IRS Form 941 may be created in Full Contact Accounting.  
The file(s) may then be uploaded to eSmartpayroll.com to be transmitted to the IRS. 
 
Before creating files to E-File form 941 please apply for the following: 
 
E 941 Preparer EFIN 
E 941 Preparer PIN 
 
These are obtained from the IRS by becoming an Authorized E-File Provider.  The 
following links will open the appropriate IRS web pages.  Any questions regarding e-file 
applications should be directed to the IRS e-help Desk at 1-866-255-0654. 
 
Become an Authorized IRS e-file Provider   
http://www.irs.gov/taxpros/providers/article/0,,id=97657,00.html 
 
IRS Publication 3112   http://www.irs.gov/pub/irs-pdf/p3112.pdf 
 
IRS E-file online Application   http://www.irs.gov/taxpros/article/0,,id=109646,00.html 
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Set up Client Options 
 
To set up client options: 
 

1. Select Setup/Options. 
2. Select the Payroll Forms tab. 
3. Verify or enter Preparer Data (Rows 10 – 22) 
4. Enter  E 941 Preparer EFIN.  
5. Enter E-941 Preparer Pin (5 digit pin assigned by IRS to Reporting Agent) 
6. Enter E-941 Signature Pin (Usually the same as the E-941 Preparer Pin.) 
7. Click OK to save. 
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Create File for Transmission 
 
To create file for transmission: 

 
1. Select Reports/Tax Forms. 
2. Select the desired Report Group. 
3. Highlight the desired 941. 
4. Select Preview Current. 
5. Complete the 941 Data dialog box as necessary. 
6. Click OK. 
7. Review 941 form for accuracy and close the preview. 
8. Select Create E-File.  Note:  The 941 form which is highlighted is the form which will 

be used to create the electronic file.  Be sure that the correct form is highlighted. 
9. Browse to the desired folder, enter file name and click Open. 
10. Confirm or enter Business Taxpayer or Reporting Agent Signature PIN and 

Control Name.  (These fields are populated by information entered on the Payroll 
Forms tab in Setup/Options. 

11. Confirm Quarter/Year, Total Taxes and Total Deposits. 
12. Click OK to create the file. 
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Submit E-file to eSmart Payroll 
 

1.  Register for an account at www.eSmartpayroll.com. 
 

 
 

2. Register and create an  account. 
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3. At main menu, under 940/941 tab, select Upload to submit and e-file a batch of 

form 941s. 
 

 
 

4. Choose eSmartForm data file format for the formatted csv file. (.csv). 
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5. Browse to the .csv file on the computer. 

 

 
 

6. The system will show the 941 form in the .csv file.  Verify and click next. 
 

 
 

7. Put the submitted form in the shopping cart.  If submitting more than one file, 
select back to main menu.  Repeat Steps 3-7.  Select submit cart when all files 
have been uploaded and proceed to checkout. 
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8. At main menu, you can upload to submit forms, check efile status, print tax forms 

or make corrections and resubmit.  You can also contact eSmartpayroll customer 
support through the Support Center or telephone 408 935-8969. 

 

 
 


