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Intellectual Property Notice & Permitted Use

© 2021 Drake Software, LLC. All information, including this manual, Drake Tax Software,
and any other related materials (collectively, the “Materials”) are intended for use as part

of the DrakeCPE course and are the intellectual property of Drake Software, LLC and its
affiliates, unless otherwise stated. Drake Software®, Drake Tax®, Drake Documents®,
DrakeCPE®, and SecureFilePro® are registered trademarks of Drake Software, LLC. Grunt-
Worx® is a registered trademark of Gruntworx, LLC. All other trademarks referred to in
these Materials are the property of their respective owners. Copyright, trademark, and other
proprietary notices in these Materials may not be removed. You are hereby authorized to
download, display, print, and reproduce the manual provided in these Materials in an unal-
tered form only for your personal, non-commercial use or for non-commercial use within
your organization. All other rights are reserved. You may contact Education(@Drakesoftware.
com for general guidance, concerns, or questions about these Materials or your use thereof.

No Warranties

While every attempt has been made to produce substantially accurate and complete Materi-
als, they are provided on an “as is” and “as available basis” with no warranties, expressed or
implied. Drake Software, LLC hereby disclaims all warranties, including any implied war-
ranties of merchantability, fitness for a particular purpose, title and non-infringement. Drake
Software, LLC assumes no liability for damages or claims resulting from the use of the
information contained herein.



Program Settings and Tools

Course Overview

This is a basic course designed to assist Drake Software users with the required and basic
program setup and Tools menu in Drake Software.

Learning Objectives

° Log in and set up Drake Tax
° Explain required settings and other setup items listed on the Setup menu

° Discuss several features under the Tools menu used in everyday practice



Logging into Drake Software

Initial Login

To open and log in to Drake for the first time:

1. Double-click the Drake Tax 2021 icon on your desktop.

2. Enter your account number and serial number in the appropriate fields of the Soft-
ware Activation dialog box.

3. Click OK.

Drake 2021 - Software Activation

To activate your software, enter the Account number and
@ Serial number provided by Drake Software,

Account Mumber:

Serial Number: | [ | |

)4 Cancel




4. You will log in first as the Administrator by creating a password for the username,
ADMIN. The password must be a minimum of eight characters including one
lowercase, one uppercase, and at least one special character.

Drake Tax Secunty 2021

Password setup for ADMINISTRATOR

All tax preparers and office personnel are required to sef up and use strong passwords whean
accessing 1ax software. Strong passwords must be at least § characters long and contain an
uppercase letter, a lowercase letter, a number, and a special character (for instance, |, @, # § eic)
Foar more information, click the Orake Tax security information link an the left-hand side of the screen.

Password Fassword Requirements
| 2] Mirimun 8 chatscles
— ] Lowercase lether

Repeat password s ] Uppencaca letrer
r ] Muber
| [] Special charactess 7 punciuation [Ex 1@3$%7)
Srhions pazveond (] Paswonds malch
Help < Back MHeut > Cancal

5. Select a security question and provide an answer to the question to use in case you
forget your password and need to reset it.

Drvake Tax Security 2021

Security question for ADMINISTRATOR

Frovide the answer fo @ securnity question in case you ever forget your password and need to resetit

Select a secuiily question from the list provided o type in pour own

I v

Angwen

Heb < Back Concel




6.  The Multi-Factor Authentication (MFA) window will open next. From here, the
admin may either proceed with MFA or opt out of MFA by selecting the corre-
sponding box.

Draice Tux: Sasc urity U .

Multi-Factor Authentication (MFA)

Ennble Malti-Factor Authentication to help spieguard your
practice end your chients by adding an od ditional leyer of
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Setting Up Multi-Factor Authentication

1.  Open Drake Tax.

2. Enter your preparer specific login information on the Home window and

click Login.

3. Open the Authenticator App on your smartphone.

4. Scan the QR code (barcode) that shows on the login screen on the computer.

5. The app will display a unique 6-digit code. Enter this code on the MFA screen.

6. For security, the code changes every 30 seconds, so you must ensure that your
computer clock and mobile device are set to the exact same time. If the code has
expired, you will receive a pop-up in Drake Tax stating that the code entered did
not match.

7.  Click OK.

MPFA has now been set up. The next time you log in you will have to open the Authenticator
App to view the code for your preparer login. The QR scanning is only done the first time to
sync the mobile device with Drake Tax and your preparer login. You can use the same smart-
phone for different preparers (i.e. admin and preparerl), but the MFA code generated will be
different. Be sure that the login information entered and the code generated are for the same
preparer login.

If the Administrator disabled MFA in the initial setup of Drake Tax, you can enable by going
to Setup>Preparers and click on each preparer and uncheck Disable Multi-Factor Authen-
tication (MFA).




Setting Up Drake Tax

Setup Assistant

The Setup Assistant is opened automatically the first time you log in to Drake. Designed
to guide you through the software setup screens, the Setup Assistant appears each time the
program is opened until all required setup items are completed. A green check mark indicates

that a setup item is complete.

—

Drake 2027 - Welcome to Drake Setup Asmistant

Welcome to Drake 2021
Setup Assistant

® Impert my Settings from Drake Tax 2020

mport EF, Firm, Preparer, Pricing, and Genera | Settings

() Quick Setup - Getting Started
Eriter EF, firct firm, and firct preparer inflormation (new user)

Do mot shows this again
El gl Cant e Exit




All the items on the Setup Assistant can also be accessed from the Setup menu, located on
the Drake Tax home screen. There are additional items on the Setup menu, not found on the

Setup Assistant.
1) Drake 2021 Tax Software
File EF Tool FRepomz LetYear Data  Setup  Help
=2 tiars
| N e me
AT Nt Electronic Filing Bt Account iInfarmation [ERD)|
0 pernv'Craate Calculsi= Prind L] : MebLibi sy
Frmis) L
Prepare -
Recent Returns: ey i I (CONTAIN
BEREY, STEAW K BLUE i pa‘,‘pﬂ'mm bus
TAXDAYER, THOMAS B TASHA 2 Data Location: _
PEANUTS GANG 3 Fricing
BACYWH, CHARLIE & VAN 4 PR
AMGLE, RIGHT 5
mmunications Editor lghas
TULIP, TIHA g £ " —E
PINK, PARTHER 7 Colers
KEROBL, ORI ONE n Pririting »
GAR DEM, ROSIE & LANER E] —_‘__]' TR B THE R E E LY Vel PE ..
=y : 1040 CASE JUSTINE LIFPER

Required Setup ltems

The three following items on the Setup Assistant are required screens. Perform required set-
up procedures before attempting to prepare or e-file returns.




Preparers

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 and anyone who needs access to Drake Tax should also be setup.

Drakoe 2021 - Pregarer Setup

] .. - [ —
l I ki
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0 0O
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Preparer Security Options

Only administrative users can

set security rights. Settings must be established before a pre-

parer can begin working in Drake Tax.

Set Security to Allow No
Options

Employee cannot access any part of the pro-
gram.

Set Security to Allow All
Options

Employee can access all parts of the program,
except for admin-only features.

Set Security Equal to Existing
Preparer

Employee is given security settings to match
those of another preparer on the list.

Add Preparer to Security
Group

Add employee to a pre-established security
group. (See “Setting Up Group Security” on
page 56.)
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Front Office (Scheduling Employee can access the Scheduler only.
Only)

Administrator (Full ADMIN Employee can access all parts of the program,
Rights) including administrator-only features.

To remove security rights from all preparers (other than administrative users), go to Setup
> Preparers, click Remove Rights, and click Yes. To remove rights for an individual em-
ployee, set that person’s security to Set Security to Allow No Options. A preparer will be
prompted to confirm his or her account and set up a password when logging in to the soft-
ware for the first time.

Firm(s)

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

H

Save H-élp Cancel
Murn. Firmn Mame Contact EFIM DCH Bank
1 SMITH CPA John Smith 00007 EPS Financial, LLC

e-File Confirmation[Required if you plan to e-file returns for this firm]

“r'ou must confirm your EFIM is propeily set up at Drake Software before you can eile retumns. To complete this step, enter your EFIN in the box provided below and click the
"Canfirm" button. “Your confirmation status will be displayed ta the right of the buttan. Clicking "Caonfim” is alsa necessary to autoill pour banking and audit protection setup
screens. Applications must first be completed online.

EFIM I:l Carfirm E “ou are approved to eile.

Firm Inlulmaliun] Settings ] Banking ] Audit Pratection

Firm name |SMITH CFRA | Contact name ‘John Smith

Address |235 E Palmer | Telephone number I:l
Domestic Address Ernail addiess ‘

State/ZIP 28734

Foreign Address

Province/State l:l “County code is
required for e-file when
“Country/Postal Code I:l firm iz nat in the USA,




Drake 2021 - Firm Setup

(7))

Eave Helbh  Cancel
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e-File Confirmation[R equired if you plan to e-file retume for thiz firm]
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aciezn: Apnlcalionz must frst be completed anline:

EFM | | Confirm m “Yau 22 appioseed b ek
Fim Inlormetion Benking | Avdk Protection |

Federel EIN |:| [DoNOT ente wour S5N]
SiatelD ramber |

OCH zend number |UEU]3 |

Mar-pad-prep I—l

[TEnabl= &uamaie Invoice Hurbenng

Staring Imoc= #

Sigte Seles Tax Fae I:l
Loca Sakes Tak Aats

Dirsler 201 - Firm Setup

Hoe

Hele  Caeel
N Fior Hrwe Condact EFIR (k] Bank
1 EMITHLRS JOEN EHITH LE ] EPE baansel LD

#File Confensbon|Rogmmnd ¢ pou plen b o o sotums For The fem|
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EFH [ R T [ ———
Fili | ncimation | Satirge il Pk |

Dhckireg thes oo bt sbarve sl suto-ill gocn hanb 5 slep aloavetion liom oo oelkne Drakes Bark Brpbeston T o resdd s poar
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ERO & Account Information

The Electronic Return Originator (ERO) must complete the ERO Setup in order to e-file
returns, download software updates, and access the online e-filing database. Access ERO &
Account Information from the Setup Assistant or Setup menu.

P 0 I (514
B i oL I

Account Informakiomn

Accoun| Mumbs=r: EAN: | u |

efik Farsnond. | oeeee88888 | Siow pesewod (A0 MH iyl

Salizl Mumrber: OC0E 15 aon 204 Edi Senial Humber
Tranzmitier Informakiom

Trarsmilte Hame  WJOHM SMITH Use Finm #1 Iriia
Transmille: Acdies=: | Z35EAST FLAMER STREET

Cily FRAME LIM Clale WD |Zip | 23734

Fadzial EIM:

Tabephone Mumber

Franchise/Netwok Information [fdmn onldyp)
(EEAT EFIN:| | Fea: | |M=‘me. | |
Disclosure ar Use of Tax Information by Preparers of Helumms

Meed consend b duclose kak e
infomahon o bis hanchson retwork: | |

Help T st Bccounk (] 8 Cancel




Additional Setup ltems

The following items are optional setup items and can be found on the Setup menu, located
on the Drake Home window.

Pricing

Setting up pricing will allow Drake to calculate charges and generate a client bill. Prices
can be defined for each form, and on some forms, for each item. Minimum and maximum
charges can be set for completed returns.

Fistmn
3 Fim e Faur 1040
B L [U= baioalbome Tm feban
20 a0 106 foims
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495 EF Motlcs - FRAR E -z M ot fac-aticen Bos FELSR [ am 1 =
e EF POF Federal FOF Alachinents /8, am 1 =
E  Fomn 10407 A Incoms Tax Aaum M, am 2 =
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2 Fomi05Ap2 LS, Tax Reham for Seniors. page 2 {1 am 1 B
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E0z Scheduds 3 Auddiional Credite and Papirents M am 2 "
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Access Pricing Setup from the Home window of Drake under Setup > Pricing.



Letters

Access the Client Communication Editor to edit letters generated by Drake Tax, many of
them based on data from the tax return and the clients’ filing, payment, or refund preferenc-
es. There are also engagement letters, extension letters, letters with amended returns, pay-
ment reminders, appointment reminders, preseason and postseason letters, cover letters—all
of these can be edited and customized in the letters program. Access letters setup from the
Home window of Drake under Setup > Communications Editor.

P A ez ¥ viea
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Letterhead

Customize the look of Drake-generated letters and client bills with Letterhead, Margins,
and Border Setup. Use this setup screen to specify the presence and location of logo and
letterhead information on the letters, and to adjust margins. Access Letterhead, Margins,
and Border Setup from the Setup Assistant or go to Setup > Communications Editor >

Setup.
Crake 2021 - Client Communications Editor - Letterhead (20 Packages) m] o
E‘ B = o I; E ﬁ' 'ﬂ
Oper Sme Prnd Sshp Prawiza Ful Edit Halp Ent
Indivickssl > Coum prebiereive Besish Letter (A0 Individual Tax TFypes)
Corpeoration E Ciestomn Resul Leiter Ternplate (Muct be Modiied]
% Corporatecn ¥ Saarnmary Result Lester (Al Tex Typed
Partmerthip ¥ Federal Onty Recult Letter
Fiduciary 3 Fedeml, Stotes Only Resuit Letter
Taex Exempt 3 Federal, States, Cites Only Resulk Letter
Eqtatg Tas 3 ot Ripl Lattet Tamplatg (Murt b Meditiad]
— Curtom Resul Lettes Termplete (Must be Modified]
Custom Fesuk Letter Template (Must be Modified]
Caen profviasea Spanish Rasult Lether (A Tas Typas)
rdreidnaal Extension Letter
Individuaal Amended Letter
Indridasal Estirnate Payment Aeminder Letter
el ividuaal Scheduled Apgointmant Rsmindsr Leter
Irdreiduasl Referral Coupon
Indvidual Pre-5eason Letter for Last 'Year Chients
rdridwal Post-Season Letter dor This ¥ear Cheris
Frdndual Custesnized Supplernental Letter
Frdividual Emgagement Lette:
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Privacy Policy (A Packages)
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Options

When installed, the most common preferences are set as defaults in Drake. Use options setup
to view or change the defaults for the various options available. The options are categorized
and displayed on different tabs in options setup. Access Setup Options from the Drake
Home window under Setup > Options.

The following tables describe the functionality of setup options on the respective tabs

Drake 2021 - Setup Options k4
Oplionad e on Retuin | Cleed Commuricatons | By | Staes | EF | Adskbbathve Dptiors |
Data Entiy | CalgaliontViewFin | Fom ESehedus Dptors | Optional Decumare: |
Sebect bo Turn On Language Dptions
E:-'l?::;an:iﬁdhhrqnm dhata ey g besk smalier o minimize ar | ¥ P —
[T b to 2P cods fiek (ship clwstare and wew F code dwabasel  |Engish -
[ Shiows retesdresmindss: lo prepaer when operg & sl Ficldhzpeciic help n data ety (1040 or}
[ Vi S5M wihiem croaling new ietum i i
] Enzble wWincows rtarderd keyshokes NEt:v:"d Enarcace 10 ook 7
A Aol prepaie znd lim nimben o s mlins
(I M ngrity dotm eniry
[ ] Awciivalew-2 wange zrd withhokding veilicaiion figlde Lipthei casn haiata v
Iioied case b

[ o nat restrict mirinam fork sze in B00xE00

ELI:: ond dala enkrp loimat on sveilable soeeens Display w Poarissng tepid 15

[ Enable Data Eniry toaka Evany time 1eguied data s rissing w
] Diisabde Tasd ook, Aeseach nks

g

Help DE. Cancel

Data Entry Options

_option WM Descripon |

When possible, make data Automatically size the text on screens to minimize or elim-
entry screen text smaller to inate scrolling.
minimize or eliminate scrolling

Tab to ZIP code field (skip city/ Press the Tab key while entering an address in data entry

state and use ZIP code data- to bypass the City and State fields and go directly to the

base) ZIP field. City and State fields are completed automatical-
ly based on the ZIP code entered.

Show notes/reminders to pre- Show all notes and reminders from the NOTE and PAD

parer when opening a return screens every time you open a client file that contains

notes or reminders.

Verify SSN when creating new Require double entry of SSN or EIN, helping eliminate
return erroneous entries.
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_option WM Descripon |

Enable Windows standard
keystrokes

Autofill preparer and firm num-
ber on new returns

Magnify data entry

Activate W-2 wage and with-
holding verification fields

Do not restrict minimum font
size in 800x600

Use grid data entry format on
available screens

Enable Data Entry toolbar
Disable TaxBook Research links

Language Options (1040 pack-
age only)

Letter case for data entry

Display warning for missing
required field

Auto-calculate tax return when
exiting data entry

Display client fee on Calculation
screen

Print only one overflow statement

per page

Ctrl+X = cut; Ctrl+C = copy; Ctrl+V = paste;
Shift+Ctrl+X = autofill amended screen;
Shift+Ctrl+C = calculate return; Shift+Ctrl+V = view return

Automatically enter the firm number and preparer num-
ber where required on data entry screens.

Enlarge the active field for easier reading.

To ensure accuracy of data entry, require wage and with-
holding amounts be entered twice on the W2 screen and
of federal and state distributions and federal withholding
amounts at the bottom of screen 1099.

This is a sizing option for computers using an 800x600
resolution. If this option is selected, the program will not
attempt a font substitution to retain readability. Text on
screens will shrink to fit as needed.

Type information into a spreadsheet environment for ap-
plicable screens, which can result in faster data entry.

Mark the check box to activate the data entry screen tool-
bar; clear the check box to disable the data entry screen
toolbar.

Mark the check box to hide all TaxBook icons on data en-
try screens. Marking this box will not disable TheTaxBook
WebLibrary button on the Home window toolbar.

Choose between English and Spanish for menus, data en-
try screens, field help text, and error codes (EF Messages).

Choose between all uppercase letters and mixed case.

Choose to receive a warning: whenever a required field is
empty; once per data entry session; or not at all.

Calculation & View/Print Options

Returns are automatically calculated every time you
exit the return.

Allow the fees charged for return preparation to ap-
pear on the Calculation Results window.

Each overflow statement is printed on a separate
piece of paper.



_option W escription |

Go directly to form when accessing
View or data entry mode

Audible notification of calculation
error messages

Mask SSN, EFIN, PTIN on Client and
Preparer Sets

Turn off auto-balance of the bal-
ance sheet

Layout for depreciation schedule

Pause option for calculation

Number of days to store print files

Print sort options for Interest/Divi-
dends

Go from a data entry screen to the corresponding
form in View mode when you go to View/Print mode.
When the Data Entry button is clicked in View/Print
mode, the program returns to the last used data entry
screen.

When calculating a return, the program produces a
“beep” to indicate an EF Message.

Masks taxpayer’s, preparer’s, and ERO's identification
number on printed sets. Use caution when masking
SSNs and providing payment vouchers from Client
and Preparer Sets.

When choosing this option, be aware that the SSN

will not be printed on the payment voucher or on the
estimated tax payment voucher in either the “Client”
or “Preparer” sets. If a voucher is sent to the IRS or a
state tax agency without the taxpayer’s SSN, the taxing
authority will be unable to process the payment. En-
sure the correct version of the voucher is used; these
can be found in the “Federal” and “State” sets.

Forces Schedule L to be balanced for both the begin-
ning- and end-of-year amounts. The program adjusts
the capital account on Schedule L by the difference
between the total assets and the total liabilities and
capital before the adjustment.

Select Portrait to produce the depreciation schedule
vertically using 8.5 x 11 paper; select Landscape to
produce it horizontally.

Choose the circumstances under which the Calcula-
tion Results window appears, allowing a review of
calculation results before proceeding to View/Print
mode.

Select to store print files from 1 to 9 days or to have
them removed once the return is selected for e-file.
If a return is needed after the print file is removed,
recalculate the return to re-create the print file.

Choose how items entered on the INT and DIV
screens are sorted when printed on Schedule B:
alphabetically ascending/descending, numerically
ascending/descending, or not at all.
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Form & Schedule Options

_option WM pescription |

Print Schedule A only when re-
quired

Print Schedule B only when re-
quired

Print Form 4562 only when re-
quired

Print Form 6251 only when re-
quired

Next-year depreciation schedule
W-2/1099 forms

Print two W-2/1099-Rs per page
Carryover worksheet

Print page 2 of Schedule K-1...

Print ES vouchers...

Always show reason for no EIC

Always show tax computation
worksheet

Print shareholder’s/partner’s ad-
justed basis worksheet
1040-SR suppress

Form 8879 bank account options

Select to Turn On

Produce Schedule A only when taxpayer qualifies to
itemize.

Produce Schedule B only when taxpayer has enough
interest income to require filing Schedule B.

Produce Form 4562, Depreciation and Amortization,
only when the tax return requires it.

Produce Form 6251, Alternative Minimum Tax, only
when the tax return requires it.

Produce a depreciation schedule for next year in addi-
tion to the one for this year.

Produce and display in View/Print mode all W-2 and
1099-R forms with the return.

If return has more than one W-2 or 1099-R form, print
two per page.

Produce any carryover worksheets associated with the
return.

Produce page 2 of Schedule K-1 for Form 1040 and
applicable K-1 codes for Forms 1120-S and 1065.

Prints ES vouchers only when screen ES exists.

Generate Return Note explaining reason taxpayer not
getting EIC.

Generate Tax Computation Worksheet showing how
the program calculates the tax on line 16 of the 1040
return

Make this selection to automatically print a partner’s
or shareholder’s adjusted basis worksheet.

Choose to have Form 1040 generated and Form 1040-
SR suppressed globally when the taxpayer would be
eligible to use the 1040-SR.

Select option for printing bank account information on
Form 8879.

Produce lists of these items (W-2, W-2G, 1099-M, 1099-
NEC, 1099-R, federal withholding summaries, divi-
dends, interest, K-1s) when the selected number in the
drop list is exceeded.



Optional Documents

_option WM oDescription |

Folder coversheet

Prior year(s) comparison
form

Return summary
Bill summary
Labels

Envelope Sheet (address
drop lists)

Do not print taxpayer enve-
lope sheet with organizer

Do not print firm envelope
sheet with organizer

Estimated payment cover-
sheet

Order Nelco compatible
presentation products

Generate a folder cover sheet on which the taxpayers’ names
and the name, address, and phone number of the preparer’s
firm are printed.

Produce a comparison sheet containing data from the cur-
rent-year and prior-year returns.

Produce a return summary with every return prepared.
Produce a summary of the taxpayer’s bill with each return.
Print a sheet of “mail to” addresses on compatible labels.

Choose the size of the envelope on which to print the address-
es of the taxpayer, the IRS Service Center, the state tax depart-
ment, the city tax office, for Forms K-1, and the preparer’s firm
address.

By default, the program produces the envelope coversheet
addressed to the taxpayer when organizers are generated. Se-
lect this box to keep this coversheet from being included with
organizers; any selection from the Taxpayer address drop list
is still included when the return is printed.

By default, the program produces the envelope coversheet
addressed to your firm when organizers are generated. Select
this box to keep this coversheet from being included with or-
ganizers; any selection from the Firm address drop list is still
included when the return is printed.

Print coversheet with Nelco ENV500 envelope dimensions to
the address for estimated payments for 1040 and 1041 re-
turns with quarterly taxes.

Click this link to go to the NELCO website to order such Drake
Tax-compatible products as envelopes, IRS forms, and checks.
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Optional Items on Retfurn

_option WM escription |

Date on return

Print dates for taxpayer and
spouse signatures (excludes
1040)

Taxpayer phone number
Taxpayer email address

Preparer

Interest and Penalty Calcula-
tion

Mark this box to have the current date printed on the re-
turn. To change the date printed on the return (or the due
date on letters and filing instructions), enter the desired date
on the PRNT screen (accessible from the Miscellaneous tab
of the Data Entry Menu).

Select this option to print the signature dates for taxpayer
and spouse signatures on the return (excluding 1040).

Select this option to print the taxpayer’'s phone number
entered on screen 1.

Select this option to print the taxpayer’'s email address en-
tered on screen 1.

Select an ERO or an individual preparer to act as the taxpay-
er's third-party designee.

Calculate penalties and interest on returns filed after the
due date based on interest rates entered.

Client Communications

_option WMl Descripton

Letter Selection

(all packages)
Report Options:

Include privacy letter with
returns

Include engagement letter
with returns

Include customized supple-
mental letter with returns

Include K-1 letter with re-
turns

K-1 Letterhead

Select the client results letter templates to be used for each
package. The selected template will be generated with each
return in that package.

Select this option to print the privacy disclosure letter with
every return.

Select this option to generate engagement letters for all
packages when the return is calculated. At the end of the
letter template are spaces for client and preparer signatures.
Engagement letters can also be produced prior to completion
of the return using Tools > Letters > Letters.

Print a customized letter that can be used for various purpos-
es.

Print the cover letter for individual K-1s (1065, 1120S, and
1041 packages).

Choose to include the entity's information or your firm’s infor-
mation and logo in the letterhead of the K-1 letter, or select to
use neither.



_option | Descripton

Additional Letter Options:

Federal

State

Print filing instructions for
Forms 8878 and 8879

Use paper-filing information

Referral Coupons (3 per
sheet)

Do not print referral cou-
pons with organizer

A drop list provides options to always print federal filing
instructions (a sheet of detailed federal filing information),
never print filing instructions, or print filing instructions only
for paper-filed returns. The federal filing instructions include
the date to file, the form to be filed, mailing address to file the
form, and any tax payment due. The federal instructions are
listed as “Filing Instructions” in View/Print mode. Federal filing
instructions are printed by default; make a global selection
here or make a change for a single return from the COMM
screen, available from the Miscellaneous tab of the Data
Entry Menu.

Produce a sheet of detailed state filing information that in-
cludes the date to file, the form to be filed, mailing address to
file the form, and any tax payment due. The instructions are
listed as “ST Instructions” (“ST" refers to the state abbreviation;
for example, “OH Instructions” for Ohio instructions). State
filing instructions are printed by default; make a global change
here or make a change for a single return from the COMM
screen, available from the Miscellaneous tab of the Data
Entry Menu.

Produce filing instructions for Form 8879, IRS e-file Signature
Authorization or Form 8878, IRS e-file Signature Authorization
for Form 4868 or Form 2350.

Produce paper-file paragraphs in the federal and state letters
and filing instructions.

Offer client a discount for referring another client (individual
(1040) package only). Enter the number of sheets per return
and the coupon amount. To customize the wording of your
coupons, from the Home window menu bar, go to Setup >
Communications Editor, click Open, select Individual, then
scroll down to Individual Referral Coupon.

The program produces referral coupons when organizers are
generated if a number is entered in the Sheets per return
box. Select the Do not print referral coupons with organiz-
er box to keep the coupons from being included with organiz-
ers.
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Biling Options

_option W Description |

Select Bill Format:

Options for all billing formats:

Show preparer fees withheld
from bank product

® State sales tax rate

® | ocal sales tax rate

® Billing statement format

Comprehensive Bill: Generates an itemized client bill (all
packages).

Summary Bill: Generates a summarized client bill (all
packages).

Classic Bill: Use the same format and features as prior
years of Drake Tax.

Print the preparer fees withheld from the bank product
amount on the bill.

Enter state and local sales tax rates to add to each bill as
a decimal or a whole number. Numbers must be greater
than “1.” For example, “4.5" represents a sales tax rate
of 4.5%. This percentage can be adjusted per firm or per
return.

Choose to not produce a bill or select from among six
formatting options, including:

® Show only total amount; bill displays only a total, no
itemized list of forms being billed for (affects Compre-
hensive and Classic bills only)

® Show form list and total; displays itemized list but no
price-per-form, only a total (affects Comprehensive and
Classic bills only)

® Show forms, form prices, and total; displays itemized
list, price-per-form, and total (affects Comprehensive and
Classic bills only)

® Bill by time; bill based on time spent preparing
return, multiplied by preparer’s hourly rate as defined in
Setup > Preparers

® Move prep time charge to bottom of bill; a bill by
time but with the total at the bottom

® Show forms, number of forms, and charges per
form; bill based on forms necessary to complete return
by price entered in Setup > Pricing

Drake Tax prepares a bill summary along with whatever
option is selected here unless the Bill summary check
box is cleared at Setup > Options, Optional Documents
tab.



_option W oescription |

® Header on bill

Options for Classic Bill only:

® Print taxpayer's phone num-
ber on the bill

® Print taxpayer's e-mail ad-
dress on the bill

Custom Paragraph Options

® Options

® Paragraph Content

® |f“Show preparer's name” is selected from the drop
list, then the sentence, “Your [tax year] tax return was
prepared by [return preparer’'s name]” will be printed on
the bill (affects Comprehensive and Classic bills only)

® |f“Show only tax year” is selected, the sentence, “[tax
year] Tax Year Statement” is printed on the bill (affects
Comprehensive and Classic bills only)

® [f“Professional services statement” is selected, then
the sentence, “For professional services rendered in
connection with the preparation of your [tax year] tax
return,” is printed on the bill (affects Comprehensive and
Classic bills only)

Print the taxpayer's phone number (entered on screen 1)
on the bill.

Print the taxpayer's email address (entered on screen 1)
on the bill.

Choose to have a custom paragraph printed at the top of
the customer’s bill or at the bottom.

Write the custom paragraph you want added to the cus-
tomer’s bill in the supplied text box.
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e-File Options

_option WM oescription |

Auto-generate taxpayer(s) PIN

Require ‘Ready for EF indicator
on EF screen

Lock client data file after EF
acceptance

Print 9325 when eligible for EF

Suppress federal EF

Print EF status page

Alert preparer when bank
product is not included

Activate imperfect return elec-
tion in data entry

Allow selection for EF from the
‘Calculation Results’ screen

Allow EF from View/Print

Enable prompting before au-
tomatic transmission of ‘Check
Print Records’

Email 9325 Notice to Taxpayer
(automatic from Drake Pro-
cessing Center)

Require E-Signatures on all
electronically signable forms
(1040 only)

Disallow EF selection if Double-
Check Review flag exists

Default ERO

Have the program assign a randomly generated PIN (1040
only).

Require the Ready for EF indicator on the EF screen to be
marked before a return can be selected for e-File.

Generate a reminder that the return has been filed and
accepted when you next open the file.

Print Form 9325, Acknowledgment and General Infor-
mation for Taxpayers Who File Returns Electronically, for
every eligible return.

Prevent e-File of federal return.

Generate the EF Status page for any return that is eligible
for e-file.

Alert the preparer via an EF Message that a return does
not include a bank product.

Activate the Imperfect Return Election check box on the
EF screen in data entry.

Allow preparer to send the currently active return directly
from the Calculations Results window to the e-file queue.

e-File a return directly from View/Print mode by clicking the
e-File Taxpayer icon on the View/Print mode toolbar. (All
EF Messages must be cleared.) The file is transmitted, and
a “P" or “B" “ack” (acknowledgment) is returned.

Allow the program to notify you before it transmits the
Check Print records.

Form 9325, Acknowledgment and General Information for
Taxpayers Who File Returns Electronically, is automatical-
ly emailed to taxpayer when return is accepted. (Client's
email address must be present on screen 1.) Override this
selection on the EF screen.

Require all preparers to take advantage of Drake Tax’s
e-Signature capabilities. Override this selection on the EF
screen.

Requires all DoubleCheck flags in View/Print mode be
removed before the return can be marked ready for e-file
and enter the queue.

Choose a preparer number, Paid Preparer, or None to
indicate the ERO name that should appear on return doc-
uments. Override this selection on screen 1 and the PREP
screen in data entry.



_option Wl Description |

Combine EF steps (Select,
Transmit, Post Acks)

Upload Client Status Manager
data to Drake for web-based
reporting

State EF

EF Selection Report Options

Administrative Options

Combine all e-file steps. From EF > Transmit/Receive,
clicking Send/Receive transmits selected returns, picks up
new acknowledgments, and processes acknowledgments
in one step.

Send Client Status Manager (CSM) data automatically to
the Multi-Office Manager (MOM) during the EF process.

Suppress e-file of all state returns, or select states to sup-
press while other state returns remain eligible.

Customize EF selection reports by specifying which col-
umns (such as SSN/EIN, client name, refund/balance due,
etc.) should be included in the EF selection report.

_option WM Descripton |

Use customized data entry
selection menu

Customize user-defined data
entry fields

Use customized flagged fields
on all returns

Apply current-year Admin flag
settings when updating from
prior year

Print all due diligence assis-
tance documents

Require due diligence assis-
tance screens to be completed

Enable logged in preparer’s
Personal Client Manager

Make certain forms or screens accessible to any user other
than those with administrative rights.

Create option lists for the Miscellaneous Codes fields on
screen 1 and the Adjustments, Percentage, and Pay-
ments fields on the BILL screen.

Select this box, click Flag, and select a package type. When
the Data Entry Menu is opened, click the desired screen
and click each field to flag. Click a field a second time to
clear it. Right-click and select Lock Field to make the field
inaccessible to preparers without admin rights, and click
the field again or right-click and select Unlock Field to
remove the lock. Press Esc to save your changes.

Note: This option is available for federal packages only.

Flags set globally during the prior year are set globally after
updating data from Last Year Data > Update from 2020
to 2021.

Produce due diligence documents generated from the
DD1 and DD2 screens. (To generate these documents on
a per-return basis, go to PRNT screen and select Produce
DDASSIST documents.)

Require that applicable fields on the DD1 and DD2 screens
be completed before the return can be e-filed.

Display the Personal Client Manager on the Drake Home
window for the logged-in preparer (check box is marked by
default).
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_option W Descripton |

Bank Products - State laws
regarding fees: Charge ALL
taxpayers the same fees

Drake PDF Printer Password
Options

Return Status Notification
Programs

Include password protected
returns in reports (ADMIN
Only)

Select this box to charge all clients the same supplementa-
ry fees (software, franchise/network, and additional fees),
regardless of whether a bank product is included. For more
information, click the Program Help link.

Choose to automatically password-protect any generated
PDF documents. Passwords can be assigned to PDF docu-
ments that are sent through Drake Tax.

The default password format is the first four characters
of the client's name plus the last five digits of the client's
ID. The Default password drop list includes other format
options. These settings can be overridden during printing
from the Print Selection dialog box.

Use this option to receive return status notifications
through ABCvoice.

Select to generate 7216 consent forms for the customer to
sign.

Select to require contact information (phone number and
email address on screen 1, or on the ABCV screen, avail-
able from the Miscellaneous tab of the Data Entry Menu).

Mark the check box to have password protected returns be
generated on reports, printable from the Report Manager.
(This option can only be activated by a user with admin
rights.)



Printers

Use Printer Setup to:

o Establish the printer to be used with Drake Tax
. Establish “sets”

. Set up advanced printing options not related to a specific printer

Access Printer Setup from the Setup Assistant or Setup > Printing > Printer Setup.
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Data Locations

Drake Tax can be used on a single workstation or your choice of network configurations and
users have the options of changing data location to conform to a particular network setup. To
setup data paths, access the Data Locations screen, go to Setup > Data Locations.

Location of client folders
Location for 2027 client files:  |ADRAKEZ21\DTVWHA

Location for 2020 cliert files:  |I\DRAKEZDADTAHY

Dirake is cumently running from: 1:\DRAKEZ1Y [Netwodk Drive] @
Metwork Setup

T ax retums are stored here:

1% [Drake is mnning from thiz location] ~ Al available diives are listed

Share settings (letters, pricing, preparer notes, scheduler,
fims, preparers, mactos and reports) here:

INDRAKE 21N (Drake is unning from this location)  ~ | Only drives with Drake installed are ksted

Help 0k Cancel

Drake Software Tools

Updating Drake Software

Downloading regular updates is critical to ensure that your tax program is performing effi-
ciently. The Update Manager obtains and installs files automatically. Updates include mod-
ifications to both the federal and state packages to reflect the most recent changes in the tax
law.

You will have to download and install your updates before you can open and use Drake

Tax. Rather than having to sit through the update process every morning when you log on to
Drake Tax, you can set the Update Manager to automatically pick up your updates at a time
of your choosing — such as when you are out of the office, even in the middle of the night.
From the Home window menu bar of Drake Tax, go to Tools > Update Manager, and select
the Schedule software updates option, choose an update time, and click Exit. The computer
designated to receive updates must be left on, and an authorized user must remain logged in,
for updates to be automatically downloaded and installed.




Scheduled Updates

The Update Manager can be set to obtain and install files automatically at a set time. To
schedule your updates:

1. From the Home window toolbar, select Tools > Update Manager. The Drake
Update Manager dialog box is displayed.

2. Choose the Schedule software updates option.

Choose a time from the option box: Click one of the numbers (hours, minutes,
seconds, and AM or PM) and type in (or use the arrows) to set the time to accept
new updates when they are transmitted by Drake Software.

4. From the alert window that is opened, click OK.
5.  Click Exit.
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Manual Updates

If you want to download and install updates when you are logging in to the tax program:

1.

2.
3.
4.

From the Home window toolbar, select Tools > Update Manager. The Update
Manager dialog box is displayed.

Make sure the Schedule software updates option check box is cleared.
From the alert window that is opened, click OK.
Click Exit.

NOTE: If you decide on manual updates, you will not able to use the tax program until the
latest updates have been downloaded and installed.

To download and install updates as they come in, from the Updates section in the lower left
of the Drake Tax Home window, click Install Updates.
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View Release Notes

When updates are installed, the program creates an installation log of the updates. This log is
displayed in the Drake Update Manager dialog box in tabbed format, by file name, release
date, and number of the update. The tabs divide updates into categories, one for each pack-
age (1040, 1120, 1065, etc.), one for individual state updates, one for program updates, for
updates shared across two or more federal packages, one for updates shared across two or



more state packages, and one form updates to Drake tools. Click column headers to sort data
in ascending or descending order. To view a release note, double-click the desired row in the
Drake Update Manager dialog box. Notes are displayed in the Report Viewer, where you
can print or export the notes as desired.

Notification of Updates

You will see, in the Updates section of the Home window, a notification that program up-
dates are available and ready for download—even if the automatic update feature is activat-
ed. This notification appears if all of the following conditions are met:

° The program detects that the machine is connected to the Internet.
. You have security rights to install updates.
. You have permission to see the message regarding the updates ready for down-

load. (You must be an administrator or have the Display program update avail-
ability drop box at Setup > Options > Administrative Options tab set to All w/
Update Rights.

° Your system needs the updates.
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Backing up and Restoring Drake Files

Use the Backup and Restore tools to prevent loss of client data or to move client files to an-
other machine. Files backed up to other locations can be used to restore lost data. If multiple
machines are used for tax preparation in one office, files can be moved to other computers

and uploaded to a single machine to create a master file. From the Home window toolbar,
select Tools>File Maintenance>Backup
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Automated Backup

Use the automated backup feature to have the program automatically back up your files at a

specified time each day. Select the Enabled check box to turn on the automatic backup fea-
ture. Select Configure Automatic Backups to open the dialog box. Select a time and loca-

tion for the backup. Your computer must be turned on at the time of the scheduled automatic

backup.
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Manual Backup

You can choose to perform a full manual backup of all your Drake Tax files, including the
files in the Archive cabinet of Drake Documents. Choose to back up to a local device, a
separate network location, or off site through Drake Portals. To Perform a Manual One-Time
Backup:

1. Mark the Backup to local or network location box and, if necessary, click
Browse to select a location (such as a server or a “flash” drive) to back your files
up to. To back up your files off site, click Back up to Cloud Storage.

2. Select Perform full back up.

3. (Optional) Select to include your Drake Documents Archive cabinet. (The Work-
ing Cabinet is backed up automatically with Drake Tax).

4.  Click Backup.

Custom Backup

If you prefer to choose which files to include in the backup—including any non-Drake Tax
files mark the Backup to local or network location check box and mark Selective Backup.
When you click Backup, the program opens the Create Selective Backup dialog box.
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At the top left corner of the Create Selective Backup dialog box, select Custom-
ize Backup.

At the top right corner of the dialog box, click Browse to choose a backup loca-
tion.

Click the icons on the left side of the dialog box and your files will be listed. (By
default All Drake Files are listed.) The icon you click determines the filter check
boxes that appear at the top of the list. Note the check marks in the ID column
indicate the selected files that will be backed up. The selected files will be listed in
the Summary pane on the right side of the dialog box.

(Optional) The Custom Items icon at the bottom left allows you to add non-
Drake Tax files to your backup. In the Customer Files and Folders window, click
Add on the Custom Files to Include line to include individual files, or click Add
on the Customer Folders to Include line to add entire folders to the backup.

At the bottom right of the dialog box, enter a name for the backup in the Backup
Description field.

To include Drake Documents files, mark the Include DDM Archive Cabinet
check box. You can back up your files to a local or network location and to Drake
Portals at the same time by marking both check boxes in Step 1. Next click Back-

up.
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Restoring Your Data

To restore your data from another location, drive, or from Drake Portals:

1.

From the menu bar of the Home window of Drake Tax, go to Tools > File Main-
tenance > Restore, to open the Backup and Restore dialog box.

At the bottom of the Backup and Restore dialog box, select the location to re-
store your files from—a local or network location or Drake Portals.

If from a local or network location, click Browse and find the backup you want to
restore. Select the name of the backup you want to restore.

Click Preview. This opens the Restore Items Form Backup window, where you
can choose to Restore Everything or choose Custom Restore.

For a custom restore, click the buttons on the left side of the window to find the
files on your computer or network. The button you click determines the filter
check boxes that appear at the top of the list. Select the items to be restored in the
middle pane by placing a check mark in the box to the left side of the pane. (Note
that selected files appear in the Summary pane to the right.) For non-Drake Tax
files click Custom Items from the buttons on the left. When you’re satisfied with
your selections, click Restore.
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Installing State Programs

State tax programs can be installed with the January release of Drake Tax from the Drake
Support website Download Center. States can also be installed from within the software by
going to the Tools > Install State Programs menu.

Use Install State Programs to install or repair state program files. This can be done by ac-
cessing the Internet, the latest CD, or any drive location that has the needed program files.

For networked offices sharing information, all users must close Drake before installing state

programs.

To install state programs:

1.
2.

Go to Tools > Install State Programs.

First select to choose Install state(s) from Drake Download Center.



3. Select each state you want to install. Make your selection from the column on the
left and click Select to move it over to the right. (From here you can also uninstall
states). When you have all the states installed, you will receive updates for each
and every state you have installed, so you might find that you only want to have
the states you work with installed.

4. Once you have made your selections of the states you wish to install, click Install.
(If you’re here to uninstall states, you will make your selections from the list on
the right and move them back to the list on the left. Then click Uninstall States).

DRAKE 2021 - Install Shabe Pregrams
Select the location of the stale installation filas

Inglall stede(s) inam lhas |0 cabon —» Orake Download Center 3
Cirake Downlosd Cerder conbans the rr[:}slm-ha-dnia wErEIOn.

Stales Available for Download States Selected for |nstallation

&l sharrs 7
Aloska Select 3
AnTOng
Arkansas

Caliamnia Salect Al 3
Colorado
Cannecliot
Dl erwemre & Citias < Unssloct
Flanda
Geongia

Hevasii £ o Urs=lect Al

Help Linin stal State(s) Wzl Ewr




Bio - Cathy James

Education Specialist
Drake Software

Cathy joined Drake Software in June 2021. Her back-
ground includes over 20 years of sales, practice manage-
ment, and consulting experience in the dental market.

In her role as Education Specialist, Cathy teaches the
Drake Software Program at in person training classes and
recorded webinars, video tutorials and webcasts.




Drake 101 - Program Settings & Tools

Course Fee: Free to register and view webinar. Drake customers pay $15.00 and non-Drake customers pay $19.00 for
CPE - Pay only if you want to print a CPE certificate after the webinar.

Course Description: This is a basic course designed to assist Drake Tax users with the required and basic program setup
and tools menu in Drake Tax. Upon completion of this course, the student will be able to:

. Successfully log in to Drake Tax with the “initial login.”

. Explain how to complete the required settings.

. Demonstrate how to configure other basic setup items listed on the Setup menu.
. Discuss several features on the tools menu used in everyday practice.

How to Register: Sign in to DrakeETC.com and select Webinars from the menu on the left side of the web
page. Select the webinar from the schedule displayed. Follow the prompts to register. Refer to the FAQs on the
web page for detailed instructions and frequently asked questions.

CPE Facts:

Affiliation Format CPE/Field of Study Course ID # Sponsor ID #

NASBA Internet-Based 1— Computer Software & N/A 103137
Applications

CTEC** N/A o- N/A N/A N/A

IRS Online/Group 1— Federal Tax Law FQTGU-T-00455-22-O FQTGU

TX State Board Internet-Based 1— Computer Software & 100368 002921

of Accountancy Applications

*Individuals with othe rprofessional credentials should check with their state licensing board or accrediting
organization to determine if this program meets their continuing education requirements.

**CTEC does not allow credit to be awarded for courses that cover tax software topics.

Course Level: Basic Last Revision: Winter 2022

Prerequisites: There are no required prerequisites other than a general knowledge of Drake Tax.
Course Policies: Drake Software will grant a full refund if a refund request is received within at least 72 hours prior to

the start of the webcast. Registrants who are “no-shows” for the live webcast will not qualify for a refund. Refund re-
quests will not be granted by phone and must be sent to Education@DrakeSoftware.com

= IRS-APPROVED Drake Software is an IRS qualified sponsor of continuing professional education.
&”CE_ICONTINUING EDUCATION
=

ERCMBES Drake Software is registered with the Texas State Board of Public accountancy as a CPE sponsor. This registration does not constitute

an endorsement by the Board as to the quality of our CPE program.

Drake Software is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education
STONSORS on the National Registry of CPE Sponsors. State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.
QAC’ Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website: www.learningmarket.org

Drake Software has been approved by the California Tax Education Council to offer the 2021 Update School, CTEC #3038-CE-0255,
which provides 4 hours of federal tax update credit and 0 hours of state credit, and 3038-CE-0257, which provides 1 hours of
4 TE! APPROVEDY federal tax credit and 0 hours towards the annual continuing education requirement imposed by the State of California. A listing of
ORCTION FAH R additional requirements to register as a tax preparer may be obtained by contacting CTEC at P.O. Box 2890, Sacramento, CA 95812-
e e—— 2890, toll-free by phone at (877) 850-2832, or on the Internet at www.ctec.org
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