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Course Overview

This is a basic course designed to assist Drake Software users with the required setup and
steps to successfully e-file tax returns.

Learning Objectives

. At the conclusion of this webinar, you will be able to:

. Apply for an EFIN

° Set up Drake Tax to electronically file tax returns

° e- File returns using four steps in Drake Tax

° Understand the different types of filing acknowledgements
° Access the EF Database

o Diagnose and resolve electronic filing rejections



Program Setup

Firm Setup

Firm setup must be completed before preparing and e-filing returns. If data is inaccurate or
missing, tax returns might be e-filed with incorrect information.

©

Save He‘lp Cancel
Hum Firm Mame: Corntact EFIN DCN Barik
1 Srith CPA Tina See 111111 00003

e-File Confirmation{Required if you plan to e-file returns for this firm)

“ou muzt confirm wour EFIN is properly set up at Drake Software before you can efile retums. To complete this step, enter your EFIN in the box provided below and click the
"Confirm® button. Your confirmation status will be displaped ta the right of the buttan, Clicking "Confirm” iz alsa necessany ta suto-fill wour banking and audit protection setup
zoreens. Applications must firgt be completed online at eom.drakesoftware. com.

EFIN II' Confirm E “You are not approved to e-file.

Firm Inlulmalion] Settings I Banking ] Audit Protection

Firm name ‘Bmllh TP | Contact name ‘Tlna Gee
Address 235 East Palmer Strest | Telephone number [828)524-8020

Domestic Address Email address ‘Support@DrakeSoftware.com

State/ZIP 20734

Foreign Address

Province/State l:l *Country code iz
required for e-file when

*“Country/Postal Code fitm is not in the: 154

Access Firm Setup from the Setup Assistant or Setup > Firm(s).




Preparer Setup

Preparer Setup fields and preparer security must be completed before a preparer can begin
preparing and e-filing returns. All preparers must be entered in Preparer Setup. Data-entry

operators can also be entered. Each time a name is added to Preparer Setup, a number is
assigned to that name.

i ] F i e ] |"'I
L A | |
Edit Preparer Add Security Search PFrint Help Exit
Red indicates missing e-Filing data.
Mumber  PTIM Usemame Preparer Mame Security
ADM Adrin ADMINISTRATOR Adrni
1 PO1234567 Ed Ed Ewcation Adrmin
2 PO0000000 Tate Tate Urchips FULL
3 shob Spongebob Squarepants FULL
4 Alexa Alexa Begone Maone
) & [R— = ®
| |
H a ©
Save Security Scheduls Help Cancel
G 1 Ink i Return Si Dptions
Preparer name [ d Ewcation PIN signature 12345
E-mail Ed@1040.com Use PIN for:
Self-employed O 2879 PIN Sighature
Social Security Nurnber l:l Alternative Electronic Signature
PTIN PO1234567 PDF rubberstamp Setup Sighature @
Office number [optional] = _
Republic Bank Information
Hourly 1ate REIN
[ 1-SMITH ER4 - Power of Attorney Information
Login Inf i Preparer designation | - <Mone> ~
Usemane Ed CAF Mumber
Password Change Passward izt
Jurigdiction
Enable Multi-Factor
Authertication (MFA) | RAgtcceptancalioant
Disable preparer 1 Aceplance agent [
State Registration Humbers Sl I:I
Registration nurbers for Prefened Language

CA, WD, NY. OR. and V4. Registration Lahguage options - Uge System Default ~

Access Preparer Setup from the Setup Assistant or Setup > Preparer(s).



ERO Setup

An Electronic Return Originator (ERO) must complete ERO Setup in order to e-file returns,
download software updates, and access the online e-filing database.

Account Information

Account Mumber: :l

e-File Pazswiond:

> ]

GO00008088 | Tl pazsword [ADMIN Orly
Serial Mumber: D380 0114

oo10 80C4 Edit Serial Mumber

Transmitter Information

Tranzmitter M ame: SMITH CPA
Tranzmitter ddress:
City: FRAMELIN | state: Zip: [ 28734
Federal EIN:

Telephone Number:

Usze Firm #1 Info
235 EAST PALMER STREET

Franchise/Metwork Information [Admin only]
Master EFIN:| | Fee: | |Name: |

Disclosure or Use of Tax Information by Preparers of Returns
Meed conzent to disclose tax retumn

infarmation ta thiz franchizar/netwark: |

Help Test Account

Ok

Cancel

Access Electronic Filing Setup from the Setup Assistant or Setup > ERO.




e-Filing Returns

This section reviews the following:

e-File Steps

Acknowledgements

EF Database and Online Database (OLDB)
EF Selections Screen

EF Setup Options

e-File Steps

In Drake Tax, returns must be “eligible” for e-file before they can be selected for e-file trans-
mission. Calculate the return to determine if it is ready (eligible) to be e-filed. EF Messages
are generated if issues within the return cause it to be ineligible for e-file. EF Messages in-
clude error codes, descriptions of the issues, and identification of fields that must be verified.
All EF Messages must be eliminated before a return can be e-filed.

The three steps to e-file are:

1. Select returns for e-file

2. Transmit/Receive

@ Drake 2021 Tax Software
File EF Tools Reports LastYear Data Setup Help
Select I_?etums_for EF Ctrl+S s fiiiiE | r@ GW T8 _F'I
Ope Transmit/Receive Ctrl+T C3M Scheduler  Docurments  GruntWore  WebLibrans Support Exit
Process Acks
Check Print
Re TR rint Enable Privacy Personal Client Manager - (CONTAINS SENSITIVE [
T Search EF Database ID Nu... Client Name Ty... Status Started Com
» Copy EF Returns to Disk 004006011 THE MUSICAL CORPORATI.. 1120 In Progress 1141972021
T Copy EF Returns from Disk 004006012 TWO BROTHERS AT LA 1065  In Progress 03/09/2020
ELEMENT, BROWINE T IODONE & 004006013 SUMSHINE S CORP 112.. InProgress 0742412020
SIETE E O : 400001941 TAXPAVER THOMAS & TAS.. 1040 03/18/2021
TTE DS, GO . 400002222 BROWM, CHARLIE & LUCY'Y.. 1040 EF Accepted 0641172021
i ———— - = 400004444 PEANUTS GAMNG 1065 Updated From 2...
’ - 400006001 PINE. PONDEROSA 1040 InProgress 10/02/2019
I ERR L R 2, B - 400006002 BEE. BUMBLE 1040 In Progress 1070212018
SEALITE ERLE 2 - 400006003 HOUND, BASSETT & GREY 1040 In Progress 06/14/2017

3. Process Acknowledgements
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Select Returns for EF (Step 1)

Once returns are eligible for e-file, use the following steps to prepare one or more returns for
transmission:

1. From the Drake Tax Home window menu bar, select EF > Select Returns for
EF. The EF Return Selector displays a list of recently calculated returns. Those
eligible for e-file are indicated by a check box to the left.

2. Select the box for each return you intend to transmit. The Select All or Unselect
All buttons may be selected as needed.

3. Once all desired returns have been selected, click Continue. An EF Selection
Report appears in the Report Viewer, listing all returns awaiting transmission.

4. Click Exit to close the Report Viewer.

EF Retun Selector
The EF Return Selector allows: pou to select chents for e-fling. To include a chert for ransmizsion, place a checkmark: in e box bo the beft of the Chant™s 10
Humber. Ciick. the Help® button for moes information.

|0 Numbes  Clent Name Status EF Documents Fed Bal Fed. Refu.. Method LLast Caic
w] 500001007 | BLOGGER, MEDWA L. |ReadyForEF [1040 [ | simss]  [om 345
400008008  CAT RAM STARB Expited Ret Recakculate Re 8518 DEAN7/ 2021 14:22:00

Help SelectAll || Unselect Al Ext

Recwd 1 of 2

The returns have been selected, and are now in the “send” queue, ready for transmission.



Transmit Returns (Step 2)

After all desired returns have been selected and the EF Selection report in the Report Viewer
has been closed, use the following steps to transmit.

1. From the Home window menu bar, select EF > Transmit/Receive to open the
Transmit/Receive dialog box, which displays the types of returns to be e-filed.

2. (optional) To review and, if necessary, eliminate files from the “send” queue,
select a file from the File for EF pane and click Review. The Transmit File Editor
lists individual returns. To remove a return from the queue, select it and click

Remove.
Important
Transmit / Receive Files
Thiz zcreen iz uzed to e-file returns and receive Federal and State acknowledgements from Drake
Software. The Files for EF list containg a summary of files that will be transmitted. Use the Review
button for a detailed list. To receive acknowledgements without trangmitting, use the Acks Only button.
Files for EF
Federal Individual[1] » i
Communications
Send/Receive
Help Cancel
Internet: LAM, RAS Installed

This is the last chance to remove a return from the queue before it is transmitted. Once a
return is transmitted, it cannot be pulled back.

3. Click Send/Receive. The Report Viewer displays the EF Transmission Record.
4.  Click Exit.

The program immediately authenticates you on the Drake Server and performs the following
tasks:
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Checks for new acknowledgments

Transmits files to Drake Software and Retrieves pending acknowledgments of the transmit-
ted files (if available) Click Exit to close the Transmit/Receive box.

Process Acknowledgements (Step 3)

When Drake Software receives a transmission, it immediately returns a one-letter acknowl-
edgment, or “ack.” When the IRS Submission Processing Center receives the return, it sends
an ack to Drake Software, which you can pick up through the Drake Tax Program.

To process acknowledgements, from the Home window menu bar, select EF > Process Acks.
The Process Acknowledgments box displays progress. This data is copied to the EF database
for later access. If no new acknowledgments are found, Drake Tax asks if you want to review
old ones. After you read the acknowledgment file, an Acknowledgment Report shows the
acknowledgment codes.

Drake Software Acknowledgement Codes

Tax return transmitted successfully to Drake Software. Return is being pro-

cessed.
T TEST return transmitted successfully to Drake Software.
B Bad transmission

IRS Acknowledgement Codes

Tax return has been accepted by the IRS.
R Tax return has been rejected by the IRS.

E Imperfect return; see Error! Reference source not found..

Bank Acknowledgement Codes

Bank Product Bank product application has been approved.
Accepted

Bank Product Bank product application has been declined.
Declined

Check Print Checks are available for printing.

Prep Fees Preparer fees have been deposited.

Deposited




EF Database

The EF database is a searchable database that displays information about all returns your
office has e-filed for the current tax year.

To search the EF database:

1. From the Home window menu bar, click EF > Search EF Database.

2. Enter an SSN, EIN, or name in the SSN/EIN/Name To Search For field of the
Search EF Database window. To browse all records, leave this field blank.

3.  Click Go.

$5H FTTH MHmre b S agech Bor S Flama:

40001007 | [ Tepaar (£)00) 1007 ELOGIER , MEDLA & HICEE oK

SPORE | {0000 BT
F100- Brnee: L7
F1 - Gereral inforvaken | F2 . B snboDieot Dapost Info | F1 « Pasa/Mislanec: i | F2 . Fajeot Code Lockup |
F5 : DataEntiy

InCsm ot Dogima Prone: e 4pa2n

Bukbein 1% TECHAOLOGY DRIVE E e Phione Ewt
Cip 502 HEH YGRE HY L0308 CellFrone

O Behalf = 3 Help

_1 e 2 Fepact Induamanan _u
IHD-132-31

= Lean - Eeaeres et Ll |
AL, Code: E [R5 Rei=cted Rajecied Cataz4000E00T

ALK Dahic T

Brancritet L L I R ]

PFilrg Stshss 2

Feaburst Awimt | THE_ 40

Balancs D

1 2 Wi igdurid? Pagriani Ry Bk Cioci

D08 iy ATALin Stans
Chenck | nkarmation:

fk Sishx Ao Humber Pomd PodDede CewDstw Chinfo ChOes Ck Tym  Prod Tops

ks - i -BLOOGER R DAA & MICHE -
fecoid 3o B afs [ALE Data: DEIY - SCF. Conda - B - ELOGBER MEDIA L HICHE
H ELOGBEH _MEDIA EHICHE

& -BLOGIGEF . HEDES & KICHE el

To scroll through the records for that taxpayer, use the arrows at the bottom of the screen or
press Page Up or Page Down on your keyboard.

The F1-General Information tab displays basic taxpayer information along with:

1. IRS Acknowledgments — Federal code and date, transmission date, filing status,
and refund amount or balance due are displayed in the left column. This data is
from the federal “accepted” record; otherwise, the most recent transmission record
for the client file is displayed.

2. State Acknowledgments — The State column displays the state code and date,
filing status, and refund amount or balance due. This data is from the federal “ac-
cepted” record; otherwise, the most recent transmission record for the client file is
displayed.

3. Reject Information — On the right side of the window are fields for the reject
code, form ID, form number, and sequence number. Double-click a reject code to
jump to the F4 Reject Code Lookup tab.
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You can also access the EF Database for a taxpayer by pressing F9 in data entry of the tax-
payer’s return. For more information about the EF Database, see “EF Database” on page 399
in the 2020 Drake Tax Users Manual.

Online EF Database

The online EF database displays real-time data on e-filed returns. You can run reports on
returns, bank products, and checks; search for e-filing information for a single SSN or EIN;
access the Multi-Office Manager (MOM); view CSM data for one or multiple offices; and
check the status of each IRS Service Center.

To access your online EF database from within the program:

1. From the Home window toolbar, click Support > Drake Software Online Sup-
port. (If you are already in the EF database, click F10 - Online DB.)

2. Enter your EFIN and Drake Tax password and click Log In.

3. From the blue sidebar menu, click My Account > EF Database.

©  ONLINE EF DATABASE

Return to Drake Support Home

A Returns Report

Returns [+] Instructions

Bank Products |-] Options Data for Tax Year 2020

Checks

5 Return Type Return Status Date Range Report Options

ees

Federal Pending Start Date n _
Summary = Bank Products: [With and without bank producis v |
ek Dstate B Accepted 01/01/2021 3

Cpnms i’ D Extension M Rejected End Date Restrict to:

Tools 4 D Business

Mo 08/04/2021 Saved Reports:
Client Search
EFIN
Tax Year| 2020 w
SSN/Last Name

>

CONTAINS SENSITIVE
DATA

Records Returned: 0 Page:1 Lines per Page: |20 ~

EFIN | Name | _Last 455N Ack Code Banik Product Bil Total
Report created 8/4/2021, 2:16:47 pm Page 1 of 1

Drake Software — The Professional Tax Solution Cookie Settings
Sales - (800) 890-9500 « Support - {828) 524-8020 Contact Us « Privacy Policy « Terms of Servi

Copyright @ 2021 Drake Software. AlL rights




EF Selection Screen

EF Salection Scresn Wi b by = File
| Pethy far EF PROGEAM DEFALILT ALL Reloral and stato s that e ELKSIELE will b o-ikd
FEDERAL E-FILE OVERRIDE; ETATE E-FILE OVERRIDE:;

Salact o of e opbore belw Sprct e tatesiciies by s i
[ 1040 (i ik 99655 i prasient] [ ~]
[]1042.% I |

[] 10423 - 2nd arvesnded refurn

|1 1340-X - Ird srrerwdesd reium

(L
[Jzas0
R 0o HOT =and ey stales
Tip: W s B st miske & alale pelction v,
[CIFinCEM 114 ek all eAgible states wil be e-hled,
(]|

100 HOT send Fadaral

T To send 3 federal farm and MO ste forms.
seelect B ‘Do NOYT send anyp stated’ bag In the
Stane EFlle Overmidse seotion to the right.

SUPPRESS ALL E-FILE:
| Buppress federalisiabe EF and all bank products

ADMNTIONAL OF TIONS:
[[] Retum rot ebgile for a bank product
[ impeesfect rejum election

] E-Sigrature WO required on this relurn

=

Enrail B335 noice w0 legaper

D Fiarm 8433 Paperr Documant Ind|criors HOTE: D niok make an aniry an POF s reen far
] Form 10800 [1Fam E32 seleched PO bemes

e [aRe—— Sakcr gl paper OCUment inckcaKns Tal sy For

[[]Form 3428 [[] Farm 304 e ETRAFTRELN 01 IFee paer QOCUNMENT indic sars,
CIForm 4128 (] Farm 05 CliC ke Soresn Help bumon a1 the g of he screen

7 E Tio ik e Power of Axaimesy POL 00 1010 WESG soreen
L] Form §713 e ol compeete the appbeable knes in the Sperial Signalres
[]Form 8223 Ead
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When you e-file a return, Drake Tax, by default, transmits all eligible returns for a taxpayer.
To override the defaults, use the EF screen in data entry. This screen is needed only if you
want to override what is being sent in the transmission. For example, if you would like to
send only a state return or maybe just an extension, you can indicate those items in the EF

Selection screen.
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Extra Tips

DoubleCheck

Use the DoubleCheck feature in Enhanced View mode to verify or flag for review any item
on any form, statement, or document within a return. Select any item from the document tree
on the left side of the window. Hover your mouse pointer over any text box, check box, or
amount on the document to see a gray check mark. Click to place a green check mark beside
the item indicating it has been “verified.” Clicking twice places a red flag beside the item to
mark it for “review.”

1c 25,000 of s Verified

2 25,000 ©

3b W= Note

4b

Ba

5c
b

Gd

? -
P 15,000 w *== Flagged for Review
3 65,000

feme indnirtinnel

DoubleCheck Flags

DoubleCheck flags don’t make a return ineligible for e-file unless you make the selection in
Setup > Options > EF > Disallow EF selection if DoubleCheck Review flag exists. In this
case, returns that are otherwise eligible for e-file will be prevented from e-file until the flag is
cleared; however, no EF message is generated. The flag can be removed in View/Print mode
by clicking on the item or in the right-click menu, select Clear all flags.




DoubleCheck Notes

The DoubleCheck feature also includes a Notes tool, allowing you to make notes about any
of the items on the open document, or a general note about the document as a whole.

To make a note about a text box, check box, or calculated amount in the document, right-
click it, select Add Note to selected entry, type your note in the Notes pane, and click Save.
A small yellow “note” box then appears beside the item and in the document tree.

If you wish to deactivate the DoubleCheck feature, right-click any item, and from the right-
click menu, select Enable left-click for DoubleCheck items, and when prompted, select
Yes. To reactivate, repeat these steps.

e-Filing Directly from View/Print Mode

Select the Allow EF from View/Print option at Setup > Options > EF tab, and you can
transmit returns directly from View/Print mode. Click the eFile Taxpayer icon from the
View/Print window and the file is transmitted and any “P” (pending) or “B” (bad transmis-
sion) “acks” (acknowledgments) are returned. (All EF Messages must be cleared and the
return must otherwise eligible for e-file.)

E O~ [ % W 7 2 e

Data Entry Frint Setup Documents eSign Ernail eFile Tanpayer
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Presenter Bio - Trent Fouts

Education Specialist- Trent Fouts is a top tier member
of the Drake Software Education Team. Trent is the
former owner of a tax practice and the current Chief
Financial Officer of Pharma Product Consultants.

His knowledge of the tax industry is valued by Drake
Software customers. He is passionate about educating
tax preparers using Drake Software products and ways
to help streamline tax prep workflow.

Trent joined Drake Software in 2008 and he is a
native of Western North Carolina. His background
includes over 20 years of customer service, corporate
management, and human resources. He has had the
opportunity to gain experience in all of these areas
ranging from retail management, hospitality man-
agement, culture-based travel and tourism, and is a
Veteran of the United States Army.
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