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Course Overview

This is a basic course designed to familiarize Drake Tax users with navigating data entry
while preparing a tax return using Drake Tax 2021.

Learning Objectives

Upon completion of this course, the student will be able to use Drake Tax to:

. Navigate within Data Entry Screens
° Create or Open an Individual 1040 return
. Enter basic 1040 Tax Return Information

° Calculate and View a 1040 Tax Return



Creating and Opening Returns

Open Drake 2021 Tax Software. This class presumes you have already set up your firm and
preparer information. If you have not, please do so before continuing. You can see the Video
Tutorials on DrakeSoftware.com for assistance.

The Home Window in Drake Tax has several sections:

Menu Bar (has drop down menus to complete various tasks)

Tool Bar (has buttons to complete various tasks)

Recent Returns (Last 9 returns)
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Appointments (shows logged in preparer’s appointments if using Drake schedul-
er)

5.  Alerts & Notifications (indicates when EF acknowledgments are available, im-
portant notices from Drake, and scheduled updates status. Alerts are refreshed
every 15 minutes if you have an active internet connection.)

6. Status Bar (logged in preparer, program version, computer drive, and date)

7.  Preparer Notes (Notes on the fly, visible only to preparer. Stay on screen until
deleted)

8. Personal Client Manager (personalized version of the Client Status Manager
(CSM) for the logged-in preparer. This gives you a snap shot of the status of all
the returns you are working on, and it can be filtered and customized to suit your
needs.

9. Enable Privacy Button (toggles visibility of client’s data on and off)
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From the Home Screen, choose Open/Create on the toolbar.
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When you enter an ID number (SSN or EIN), Drake Tax searches both current- and pri-
or-year files. If it finds a client record in the prior-year files only, you are given the oppor-



tunity to update the record from the previous year into this year’s program or create a new
return.

Enter a S5H, ITIN, or EIM o open an exizhng retumn or bo create s new sebarn.
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To start a new return, choose Yes. You will be asked to verify the SSN/EIN, Return Type,
and enter the Taxpayer name.
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Screen 1 — Name and Address

Use screen 1 (Name and Address), accessible from the General tab, to enter information
about the taxpayer for the top section of a Form 1040. Screen 1 is opened automatically upon
creating a new return.
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Tip: Hover over top of screen to display the toolbar, which is normally hidden.
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Data Entry Toolbar

The Data Entry toolbar, available on all data entry screens allows you to perform several
functions without the need to leave the screen. You can use a macro or keyboard combina-
tion, or select from a right-click menu.

To view the toolbar, move your mouse pointer to the top of any Data Entry screen. Select
the buttons on the toolbar to perform the various functions. Certain buttons are activated
depending on prior-year or current-year entries. To close the toolbar, move your mouse away
from the top of the screen.

Note

If you prefer not to use this toolbar, it can be disabled by going to Setup > Options, Data
Entry tab, and clearing the Enable Data Entry toolbar check box.
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Filing Status

Select a filing status from the Filing Status drop list at the top of screen 1. Press F1 in the
Filing Status field to view explanations for the available codes.

After making a selection from the Filing Status drop list, make any other selections neces-
sary to explain the client’s filing status:

° Taxpayer did not live with spouse drop list

. Nonresident alien check box for nonresident alien spouse

° MEFS claiming spouse exemption check boxes for Married Filing Separately re-

turns
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Taxpayer Information

The taxpayer’s name and SSN are entered as you create the return. Other important taxpayer
data, such as date of birth, occupation, and contact information (phone numbers and email
address) for the taxpayer (and spouse, if applicable) is entered on screen 1. Note that not all
fields in the Spouse column are activated if the filing status is something other than “Married
Filing Jointly”, the fields that are activated should be completed.




Residency Information

The Mailing Address section of screen 1 includes fields for both domestic and foreign ad-
dresses. If the resident state differs from the state in the mailing address, select the appropri-
ate state code from the Resident state drop list near the bottom of screen 1. If the taxpayer
is a part-year (PY) resident of the state in the mailing address, select PY from the Resident
state drop list. To keep a state return from being calculated, select 0 from the Resident state
drop list. The Resident city drop list is activated if a city return is required. The School dis-
trict drop list is activated when needed.
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Foreign Account and Virtual Currency Questions

The Foreign Account and Virtual Currency Questions must be answered on all returns.

If at any time during the tax year the taxpayer had a financial interest or signature authority
over a foreign financial account, click the blue hyperlink Foreign Accounts and complete
the applicable fields.

r Foreign Account and Virtual Currency Questions -

If taxpayer has any interest in or authority over any foreign I JDGIEE R

account or foreign trust, answer questions on this screen............. Eareign Accounts Otherwise checkhere......... [JAnswer "No” to Sch B, Partlll questions
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If the taxpayer would answer “no” to all Schedule B, Part III questions, simply check the
box.

If at any time during the tax year the taxpayer received, sold, exchanged or acquired any
financial interest in any virtual currency, check yes. Otherwise, check no.

At any time during 2021, did the taxpayer receive, sell, exchange, or otherwise dispose of . X . .
i - z - Reporting cy
any financial interest in any virtual currency? [ves N Video: Reporting Virtual Curren

There is also a link to a video tutorial on reporting virtual currency.



Return Options

To override the firm, preparer, data entry operator, or ERO, make selections from the drop
lists at the bottom of the screen in the Return Options section. You can also over-ride the
fee.

Feturn Options

Firm = ¥ ES and OP codes........ ES
Preparer# .. =1 i

Dataentry &.............. = ~ | Invoice number....................

ERO#. .o B ~| Fee override........ccooo. =(1000

2210 Options

The 2210 Options assists in calculating any underpayment penalties due. Data will be pulled
from the prior year if return was prepared in Drake. For new clients, an entry can be made to
assist in the calculations for the current year.

2210 Options

R e e b e L b e e bl = X

b b L e G b L St
i | et ) e e e o L
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Screen Hyperlinks

Hyperlinks in data entry allow easier, quicker data entry. Hyperlinks are available in all
packages. Use links to move quickly from one screen to a related screen without having to
return to the Data Entry Menu.

See image below for examples on how Hyperlinks display.

ID Screen Recovery Rebate Credit (EIP)
Direct Depaosit (DD Direct Debit (PMT?

Click the ID screen link to go directly to the IDS screen to enter the taxpayers ID informa-
tion. Click Esc or the top right X to go back to the original screen.

Some screens have links that open quick help videos. These videos can also be accessed

here: https://www.drakesoftware.com/service-learning/videos. An example would be the
video on reporting virtual currency.

Atany time during 2021, did the taxpayer receive, sell, exchange, or otherwise dispose of
any financal interestin any virtual .cumemey?. T [Oves Mo

Video: Reporting Virtual Currency




Data Entry Menu

Returns are prepared in data-entry. Access data-entry screens from the Data Entry Menu.
Within data entry, press ESC to save your data, exit the open screen, and return to the Data
Entry Menu.

Pressing ESC from the Data Entry Menu returns you to the Home window. While in data
entry, you can use the TAB key, and the UP ARROW and DOWN ARROW keys to move
from field to field, and PAGE UP and PAGE DOWN keys to move from screen to screen.

The Data Entry Menu is displayed when you open a return. It consists of a toolbar, data
entry menu tabs, screen codes, the selector/search field, and the status bar.
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Dependent Information

Use screen 2 (Dependents), accessible from the General tab of the Data Entry Menu, to
complete the “Dependents” section of Form 1040. Use a separate Dependents screen for
each dependent, pressing Page Down to open each new screen. Data is saved automatical-
ly upon exiting a screen. The number of active Dependents screens is shown on the Data
Entry Menu.
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Childcare Expense Information

Use screen 2441 to enter information for Form 2441, Child and Dependent Care Expenses.
Enter data on both the 2441 screen and screen 2 for expenses the taxpayer incurred and paid
for on behalf of each dependent.
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To qualify for the childcare credit, parents must have earned income, be full-time students,
or be disabled. If a spouse does not have income but is disabled or a student, then enter $250
(one child) or $500 (two or more children) for each month the spouse was a student or dis-
abled. This information is entered near the bottom of the 2441 screen in the Earned income
for 2441 purposes ONLY field. An entry in this field affects Form 2441 amounts only and
must be at least as much as the childcare expenses.
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12 r-:l Emgloyar-provided degendsant care benafits received in 2027... .
13 L Amount czarried over from 2020 and used in 2021 during the grace period......
14 [} Amount forfeited or carried forward 1o 2022 i BV oo
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W2 Screen

Use screen W2 (Form W-2 — Wage and Tax Statement), accessible from the General tab
of the Data Entry Menu, to enter W-2 data. Be sure to choose the proper taxpayer in the TS
field, if this is a MFJ or MFS return.
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Required Fields

Fields that are required for e-file are highlighted in blue.

If these required fields have not been completed, a reminder appears when you try to exit
from the screen.

— Employer information is required far e-file

1. S.ONLY State £IP
Foreign ONLY FProvince/State Country Fostal Code

=Click to Access»

W-2 Wages

The W2 screen is designed to reflect the IRS Form W-2, Wage and Tax Statement. Data en-
tered here must match the client’s W-2 form. The following fields can be completed automat-
ically by the program:

o Names and Addresses — If the employer’s EIN is in your Drake Tax database,
the employer’s information is filled automatically once you enter the employer’s
EIN. The employee information is filled automatically once T or S is selected at
the top of the screen from the TS drop list. Nothing needs to be typed into these
fields unless the information on the form differs from what was previously entered
in the program.

o Wages and Withholding — When wages are entered in box 1, boxes 3-6 and 16
are filled automatically. These amounts should match those on the taxpayer’s W-2.
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Additional Entries Tab

W-2 I.&dditiunal Entries Chio Import W2

Form W-2 - Wage and Tax Statement

TS F |:| Special tax treatment

Employer information is required for e-file 1

If the taxpayer has W-2 information from more than four states, click the Additional En-
tries tab at the top of the W2 screen to access 10 more lines of data-entry fields for box 15 of
Form W-2. There are also four additional lines for boxes 12 and 14, and four more lines for
Ohio School Districts.

-2 Addinienal Ennnas Ghin

I Farm W-2 - Additicnal Entries

Beoai 12 Boaid
Code AT Yaar Descriphion  Amount

Andional Raies
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Code Wapes Whhoiding
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Entering Form 1099-NEC

Use the 99N screen to enter data from Form 1099-NEC, Nonemployee Compensation. Select
from the TS drop list at the top of the 99N screen to indicate whether the taxpayer or spouse
is the recipient of this 1099-NEC. To associate the screen 99N information with a specific
line or form within the return (such as Schedule C or Schedule E), make a selection from the
For drop list. If associating it with one of multiple forms, enter a Multi-form code. For ex-
ample, if associating the 99N screen with the third occurrence of a Schedule C, select C from
the For drop list and type 3 in the Multi-form code (MFC) field.

L Ferm 1088-NEC - Nenemployee Compensation

e 1~ Far - . Do rat updabe O
Wit code
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3 1 honamgloye s ComMpsnssion neduis ¢
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Rt~ | @ Forema

Reason Clate recefeed
Foraipn Oaly Provncetitsia Caumtry Poslal code
Arcount rumber | | Olrarcs
5 CEmiemwthheld 6 BT Payars siata number 7 Stals Incama Local Incama Localta withihiedd Lacality nama
Recoed 1 o1 Prss Fage Daown for Hew Soiesn FreizF1 or Aight-Chick fer Help ek Hela|

23



Self-Employment Income

Schedule C

Screen C, Self-Employed Income, covers Schedule C, Profit or Loss from Business (Sole
Proprietorship). Screen C is accessible from the Income tab of the Data Entry Menu.
Several screens in Drake Tax (such as the 99N, AUTO, and 4562 screens) can be associated
with a Schedule C using the For and Multi-form Code boxes on those screens.

[l schedule C - Profit or Loss From Business

I o s CamyiEra el nfy Prigs Yesr Congars |
r - | T Vidaa: Car and Truck EXgens et Sizke Infarmabion
TE [T F &7 | City L] H P4 =0
A Bugingss or prafessknimaduc o senics T T B ([ Businass code_ [T2251 v
. Bunmmees name: FEFADISE FIZZL END FASTA FABLOR 0 ErmployerD #
E Shoegl addrass & BESTANBANT RVELE x ]
(4= 1 S S s i PEEHI etz Do B it it e il
WS OHLY Sl TP e LS | ELLEE] |
Foreign ONLY Prosincasdaba, county, pasial coda 5
F A&copunting mathod if rel cagn — [Cacenial O cunar
G [Jowa HOT matertaily particpaie in 2021 I Taspeper mads papmants in 2021 ine woukl reguns egaario il Foms 1089, Cves =
H DTHPW staried or acgaredihies busress dunng 2021 J F Ve, did arwil fepayardlo &l equired Farmes 10927 2 |:|‘1-=5 |:|N\:-

Far | - ncome SESLUIOCY EMHOYEE WH{IES Entered on soreen
1 Gmssreceiptsisalkes .. o S o, E - = e el | 13ELED E\'EMW 5¢mrf-ﬂ|1|m“¢l|h"ﬂﬂﬂmh$
@ s and slomances. W2ia marhd and the ~Spacial s tramtment”
©  oherincome code selocied on screen W s 1" Ehrosgh *9.°
Fart B - Expenges 30 Busrkss USE of Jour PO Eonm 3329
B Adwamising.. X o n 10 Pansiorcdeno shan. 320 [15ema nvasimantla MOT atriek  Forma108
8 Cwandiuce spenses . AUTO+RH |30 Rend-wehicle machi Past Il - Cost of Goods Sold
A0 Commiz=ions and fees_. 1 Rent - oker. fel e JOEF Imweniony vakistion medved {1 nil coet)
W Conkracl labor... et s | 2 Repsirsmainknace..... 1204) CTLawar af cost ar markel
42 Depletion... ..DEPL = 22 Supplies : Odcthar 5CH
13 Depredatan..... Eiof m 4202 + 1 | 23 Tames and kcoress. .. 09)) ¥ Changd in mathod Oves SCH
Cegreciahon aojustment sy *- |24 Traed .. i || F5 Begrning e e |
14 Emplopes senafs. ... | (LT T L L PO | ¥ Punchasds kes parsanal
15 Inzurance R Lesa Weals (0% || ¥ ot of labr Ay
16 Interag - mongage. . Fom 1 W (T00%]. 4273 38 Natenals and supplies..
Interesi - ather = = | 35 LHillies_. L5000 | 3@ Othar cosls S
17 Legal and profassionsl serdcas.. | 28 ‘Wages. | 471 Ending imeniory.
A8 Cfice expenae 37n (rher sspenzes Part IV - Infoemation on your vahicle LT
[JTaxpaper dsposad of businass during 2031 (21 ] Esampt rotary imcoma
Fiarnily Feieadth covsaag e Raad il hik 2EHI | [Jcamy to Form 8860, line 7 [ [JPager rauts saduded ¥om SE
2] e me 0 e sadided perpiobcs 2018-7___. 1| [ Prafeasions gamokes ~ | Chrgy Schadubs =
Umalifiad Businass Incoma (081) Deductian
[ E=] Treai a8 & “speciiad sardoe Buginess"
Busine== aggregation number [BAH} I_ Sedion 173 L - - e =y
WD wia ik pald . At = 1 s 2 L2 s -l | Sedion 1231 gainfleas. L Tt £ =
Lircadueted Bagie of all quakhisd propary immesgatel abar aoqision - "l D auction far one-hai of SE tae — - =
Orvermide calodaied qualfed bUSINgss INome (or [assh.. ... 5 el | Sel-amployed Heallh Insurance Oedudion............ =
Cusliliad busindss INcoma aliocae 0 cagparaive pagments. 11 H- Sefamglorad Pension Dadudiion : T

-2 wape= aliocable io cooperaive payment |

Heooed 1001 FreisPags Dosn k0 Mess Sceen; Cie Tab TorMes Tab Prexi F1 or Faght-Click fior Help [Sciesn Help)




TS or TSJ Fields

The TS or TSJ fields assigns the data on a screen to the Taxpayer (T), Spouse (S), or both
(J). It is available in many screens, including C, W2, and INT.

w2 Additional Entries | Ohio Import W2

Form W-2 - Wage and Tax Statement
s o - F [ ] Special tax trealment |

Drake Sotterare - Data Entry - Help

The 'TSJ' codes are used to indicate ownership of an item.
If left blank, then a "T' is assumed. Valid codes are:

T Belong=s to the Primary Taxpayer

3 Belongs to the Spouse of the Primary Taxpayer

TSJ :'T | F | ST

X1 schedule B - Interest Income (1099-INT) Soreen DIV fn

| Drake Software - Data Entry - Help

The "'TSJ"' codes are use
If left blank, then a '
h I Belongs to the Primary Taxpayer
] Belongs to the Spouse of the Primary Taxpayer
J Belongs to each spouse egqually

T is assumed. Valid codes are:
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Business Codes

To locate a specific business code, place the cursor in the Business code box (field B) and
press CTRL+SHIFT+S (or right-click in the field and select Search). Enter a search term
and click Go. All codes that include the search term are displayed. You can double-click the
desired code, or you can select one and press ENTER (or click OK).
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LookBack

The LookBack feature allows you to see the prior year’s data entry on current year Drake
Tax screens. In an open data entry screen, press the F11 key, and any field in the screen that
contained data last year will be highlighted in a contrasting color. To see a read-only version
of last year’s entry, press F12. Press any key to return to data entry for current year. If you
prefer not to use the F11 and F12 keys, you can also right-click anywhere on an open screen
and select Highlight prior year fields or Show prior year data.
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Detail Worksheet

You can enter up to 30 items for certain fields using a Detail Worksheet. Totals are calculat-
ed automatically and can be seen at the bottom of the worksheet.

To use a Detail Worksheet:

1. Select the field to which the worksheet will apply and take one of the following
steps to open a Detail Worksheet:

a. Double-click the field

b. Press Ctrl+W

c. Right-click and select Add Worksheet
2. Enter or edit the worksheet Title.

3. Enter a Description and Amount for each item. Do not skip lines. You can use
the F1, F2, F3, and F4 keys to sort items in the list, if necessary.

4. Press Esc to close the detailed worksheet. Drake Tax saves your work and dis-
plays the total in the data entry field, which is shaded red to indicate the presence
of a worksheet.

DRAKE 2021 - Data Entry (S00001947 - TAXPAYER, THORAS & TASHA - ADDB0TS0E) - (COMTRINS SEMSITIVE [HATA)

Detail Worksheet
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Other Expenses Reported on Schedules C or F

An entry in the “Other expenses” fields on screens C and F opens a Detail Worksheet auto-
matically where you can list the other expenses.

Entering Depreciation

Screen 4562, Depreciation Detail, covers the depreciation of an asset. A taxpayer may
qualify to claim depreciation expense on a tax return to compensate for the loss in the value
of an asset, such as a vehicle used in a trade or business. Screen 4562 is accessible from the
Depreciable Assets section on the Income tab of the Data Entry Menu.
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Auto Expense Worksheet - AUTO

Screen AUTO, Auto Expense Worksheet, is used to report mileage or expenses for a
vehicle used for business. When a vehicle is used for business, the taxpayer may qualify

to deduct either mileage or actual expenses (including depreciation, if applicable) for a car
or truck on their tax return. The AUTO screen is accessible on the Adjustments tab of the
Data Entry Menu. On the AUTO screen for a vehicle, first select to which form or schedule
the vehicle belongs (The choices are: Schedule C, Schedule E, Schedule F, Form 4835, or
Schedule K-1 from a partnership.) and then enter the corresponding multi-form code (MFC)
for that schedule.
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Estimated Taxes

The ES Screen, Estimated Taxes, is located on the General tab of the Data Entry Menu.
Use the ES screen to figure and pay estimated tax. Estimated tax is the method used to pay
tax on income that is not subject to withholding. Drake automatically generates federal esti-
mated tax payment vouchers when they are required—for instance, when the taxpayer has a
balance due of $1,000 or more—unless you choose to not generate the vouchers. You can opt
to not generate the vouchers globally by navigating to Setup > Options, Form & Sched-
ule Options tab, then selecting Print ES vouchers only when screen ES indicates. If this
option is marked, estimates must be generated manually by making entries on the ES screen
in each return for which estimates are needed.
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Schedule A

Use screen A to enter data for Schedule A, Itemized Deductions. When a screen A has been
completed for a return, the program determines automatically whether itemizing or taking
the standard deduction is more advantageous for the taxpayer and uses the more favorable
when calculating the return. You can also manually select either method by marking the ap-
plicable Force check box at the top of screen A.

You can set up the program to generate Schedule A only when it is required by going to the
Setup > Options, Form & Schedule Options tab and selecting Print Schedule A only
when required.

L Schedule A - Itemized Deductions
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Health Care

The Health Care tab on the Data Entry Menu includes screens to help you complete Af-
fordable Care Act (ACA) forms and information.

&= - E4 . ol {5 @ G

A d

Calcuotz WisaFrnt .5|:-il Racuments | Tax Flanne It CoM

LEMNEra ] In.‘nr'e] Adjustments | Credits | '!':—.-1|'.=] axez fHaalh Care r'm;rr:'*5| Foreigl
Affordakle Care Act LTC  Long Term Cé
HC Gensral Health Cowverage Informabon SEHI  SE Hzzlth Ins
0oA 1095-4 M arkeiplace Siatement 2685  Heazlth Cowsars
2962  Premium Tax Credit 3841  Bmall Emplay

GSE Qualified 3mall Employer HREA

Also note that five states (CA, MA, NJ, RI, VT) and DC still require evidence of health
insurance coverage to avoid penalties. Normally you use the state-specific tabs to enter that

information.



1095-A Marketplace Statement

Even though the federal Shared Responsibility Payment has been reduced to zero for all
taxpayers after 2018, some taxpayers participate in the Health Insurance Marketplace. Use
screen 95A to record the 1095-A Marketplace Statement, to properly calculate the Premi-
um Tax Credit. .
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Fartll - Coverage Househokd

B. 55N A First Mama Last Mama L. Db of Birth [L Szart Dale E. Tesmination Dale

o [ - I | '
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Required Identification

Information on the IDS screen, used for taxpayer identification, is required for all electroni-
cally filed 1040 returns. Some states have additional restrictions.

Open the IDS screen, accessible from the General tab of the Data Entry Menu. The top

section of the screen has fields and drop lists for entering the most common forms of identifi-

cation—driver’s license or other state-issued photo ID.

The middle section of the screen Other Identification is for entering secondary forms of 1D,
such as military ID, passport, green card, or visa for both the taxpayer and spouse, when a

bank product is being utilized.

The bottom section includes check boxes for stating that the taxpayer does not have a driv-
er’s license or other form of state-issued ID, or that the taxpayer has a driver’s license or
other form of state-issued ID, but declines to provide it.

Required |dentification

] J Y- O

State Infarmation

1Y

Why must | enter driver' = license information on this screen before e-filing the reilum 7

—TaXpaEyera Orvers LICense or Ciher S1ate-13sued Photo 10

|. ]

"_|;11;;11;;1

A2 v

Expiration date... ... |'33'39'1'3IJE

—Taxpayera Ciher Identifcation -

Complets this sechion T applyinD far a bank product and the taspagsr
provides an |0 ctherthan a driver's license or a state-issued photo 1D
Also mark one of the booes below this section.

IR |

FHUMBBL. e |
Location. ... ... | 0

|ssue date.......

Explrafion date.. ..

|:| Mark thig box if the taxpayer does not have a drivar's licanse or a
stzle-issusd pholo .

[ Mark thiz box if the taxpayer did not provids a driver's license or
stete-zzusd photo 1D,

Aecod 1 of 1

I3sue oate.. ... m IFno DAY i provided, usa 017
| Irno DAY is prvd ded, use 017
For non-sxpining state (D=, bpe "WMOKNEXPR" into the "Expiration Date” feld.

IFno DAY 12 prowvided, use 017
I'no DAY i provided, use "01”

[ SPOU3E'3 Orvers Licenae or Dther State-3sued Phato 10

T
Mumbs
Stekel. .
Isguedate. .. ...
Expiration data.... ...
For non-sxpining stzfe IDs, ype "MOMNESPR" into the "Expiration Date” fisld.

IFng DAY |8 provided, use 07"
| Irno DAY iz provided, use 017

 Spau3e’s Ciher ldentfcation -

Complete 1hi3 secion IF apgiving 1or 3 ban kK product and 1he Spouse
provides an ID ather than a driver's licens e or a state-issued photo ID.
Alsomark one afthe bores balow this section

e 12t

HumBa............ |

Locabion...........
lssue date. ... ... 1o DAY 15 provided, use "0

Expiration dats . . IFna DAY 15 provided, use 07"

|:| Mark this boxifthe spouse does nal hava a driver's license or a
stale-issued phoio 1D,

oA Mark this boxifthe spouse did not provide a driver's license or
state-issued photo 1D
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Recovery Rebate Credit (RRC)

Due to COVID-19, most eligible taxpayers received a third economic impact payment (EIP)
during early 2021. To ensure that all eligible taxpayers received the proper amount, an entry
must be made on the 2021 tax return in the Recovery Rebate Credit screen (RRC) to rec-
oncile the third EIP amount received with the amounts for which the taxpayer is eligible.
Use the amount listed on Notice 1444-C. If the taxpayer received a lower amount for the
payments (or did not receive the third stimulus payment at all), he or she may be eligible to
claim the recovery rebate credit on their 2021 tax return. The RRC screen is accessible from
the first Credits tab.

| 4

Tl Recovery Rebate Credit Yidea: Filing for Recovery Rebate Cradi] Diaks KB T RRC

* Eligible taxpayers who did not receive the full amount of the Econemic Impact Payment (EIP) may be able to claim the Recovery
Rebate Credit (RRC) on their 2021 Form 1040 or 1040-5R. The RRC is a refundable tax credit claimed on the 2021 retum. Itis not
the same as the EIP, and it is based solely on the 2021 tax return. The RRC is reduced by any EIP payments that were received.

* If dependents were not claimed by the taxpayer in 2020 but are claimed on the 2021 return, the dependents could qualify for the
RRC, even if they were claimed on another person’s 2020 tax return, and that person received an EIP for them.

" If the Social Security card of the primary taxpayer, spouse, or any dependent is marked "Not Valid for Employment,” that person
doesn't qualify for the RRC. See information at the bottom of this screen on how to indicate this in the program.

Wat the taxpayer of Epouse a member ¢fthe U.S. Armad Forces at any ime during 20217 .. s DTBS DNO

I IMPORTANT: On the lines below, do not include any amount received that was later returned to the IRS. |

Enter the amount, i any, of thi third Econ ormic Stimulus Pagma nt tha taxpayar Joint Tazpayer Spouse
received. This was generally received in March 2021. Find this amount on hlofice s pon
RV EB T [ [t e e i i S T R | 2800 OR

Taxpayers without Notice 1444-C or IRS Letter 6475 can use the IRS online account IRS Onfine Account
ool to view the amount of their third stimulus payment. Each spouss must sign in ————
o his or her own accaunt i view his or her 3gparate amaunt. Online accounts are

expected o be updated by late January, 2022,

[ Tespayer is not claiming any Recovery Rebate Credit

[_] Taxpayers S5 is notvalld for employment '
S5M nolvalid for emalaymeni
[ spouse's S5M i notvalid far emgloyment

MOTE: If a dependent’s 35H is notwalid for employment - mark the "Dontind ude in RRC czlc” box at boom of screen 2
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Required Due Diligence

The IRS requires that tax preparers ask due diligence questions. These questions are located

on the following data entry screens:

o The EIC Information section of screen 2 must be completed for each qualifying

dependent

o The 8867 screen for Form 8867, Paid Preparer’s Due Diligence Checklist, must
be completed for the taxpayer claiming EIC

Form 8867 covers the EIC, the Child Tax Credit (CTC), the Additional Child Tax Credit
(ACTC), the American Opportunity Tax Credit (AOTC), and the Credit for Other Depen-
dents (ODC).
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Wias the tpaysrs main hame in the L3, for mone an hal he year?
I'1ing jointy, was 1he maEn home of e Spouse in fa U5, for mans than balf the year’..

= the laepaper, or spause F iling jointy, =lipible bo be caimed as a dependend on aryone el=e's federal incomes f20 retum for the years.

ODoEOoDg (oD o O
ODEOEE?T (000 O O

RAecced 1661 Pt Ok Tab bod Mesd Tab FreisF1 or RightOiek TorH e [5eiesn Helpf

37



The Due Diligence Assistance screens (DD1 and DD2), located in the Due Diligence sec-
tion on the General tab of the Data Entry Menu, provide supplemental questions to help
ensure a comprehensive interview with each taxpayer.

DD1

(1) Freparer Due Diligence - Quaiitying Child Assistance
Chie Incoms | HeadofHousshold | Uatz

Qualifving Child S50 : I e =t ka2 =2 - ko
Qualiving Child First bame
Qualifying Child Last Mame

[ Age - Qualiking Child {complete this ssctian nlh' [ ] q-nifylng dnld = over age 16]

|:l:l| chlkdren aver age 19*1"1 o cildenis ar perraEnaniy andiataly digasied, the
Iowing addianal inf lion and documaentation should be Salabic

1 Chikiran who ra SLchnts__ .. o S o , 4 .. CIatastudenk [ Hul a shudant [INata studart

a What=chool does the child afi=nd?. — 2 = _—
Can you pravide daoumentation showing thal the chid was 2 ful-ime studem

b
fior o least Sronis? The sehonl reconds need i showine datee of alandancs " ; "
Tha monha dond have b be conseculiva_._. .
2 Children with a permanent and iotal disaslib. E o L L, ik Mot dsabied Mt dlsabikd [ Hatdsabkd

a4  Whathpe of deaoilly 9e2s e chid fewes?

b Dons e chikd receis 551 o otherdsabiity paymants? ... e o bl R . |
C Do pouhaee a leter fom e child™s doclar, ather heakhcars prosider, or

any mockal = ErEcE Brogram oF a-:em::."rulrhnn thatthe childi= pen'nr-erﬂr

and tataly diEasled? ... 2 e i "l

(1) Foe Inticmehip - Qunlifying Child

1 Htha Giglogical parantia HOT lisineg with the chidl, wheng is e pamnt>._. oo WIS
mEi n ok el ig FET clgim| il Fathar
Craas e Biokigical parent provide any financial suppord®... .l . - . = ol "l
& Adapled chilgen E
4 1z ine adopiian inal o panding?.. . o s o o =2 o = = =
b It adoplion is pending, do you b a leber from an avtwnized adoption agene?....... et i - |

3 Fostar chikdren:




DD2

Preparer Due Diligence Assistance - Notes

Use the Nole fields below to document any additional inguirizs made by the

tau returm preparer o help determine i e information fwrmished by the

taxpayer is complets and cormect

Diate af

imerdgw Mame of taxpayer intervigwed Tarpayer interdewed by
hate:
Nioie:
Mioie:
Niote:

Mew Scieen Fre=z F1 o1 FRighi-Click lor Help

|Sere=n Help]
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Return Results

Calculating a Return

To calculate a return from data entry, press CTRL + C or click Calculate. By default, results
are displayed in the Calculation Results window.
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Calculate Wieve/ Print Split Documents Tax Planner |mport CSM Email e-Pay Help Exit

Sumnieny | Delale |

Talallrcome  Tawehle Incomes Totel Tar F=lurd Belence Dus  Fapment keth EF Siatie
Federd 15,115 1152153 4782 ] 774 Chech o CC {5 ]
AZ140 15,115 11400 3.214 ] 9ET Chech or CC ﬂ

EF Messages - Doobie click an anpe lighighbed tbem i B B3 belaw b by the probler:

Package Code [ eszcriplion - [light-click for bl dsscnpion)

Fecersl 4953 MIGSING DATA: This tewpayer has deperdenic wha quakly Ton e Chid.

Federal R3R] AEQUIRED EFILE INFORMATION MIZSIMG: The signabie date, the ERD'.. .

Fiefurn Mates Fae Type ALl

“fau have ansmenad 2guastion on te BEET scraen that has dsellomed EIC Fraparation Fae F00.00

Tolal Tax Mwed: [N
Cumrenk Frogram:  Caculation Complete S5EE MESSAGE FPAGE
elect Continue

Dreziiption: Prazz «<EMTER » lap or Cick Hee to Continue

EF Status Column

The EF Status column of the Calculation Results window displays the e-file eligibility of
any federal and state forms calculated for the selected return. A green check mark is dis-
played when the return is eligible for e-file—that is, when there are no EF Messages and no
other products have been selected on the EF screen. A red X indicates that a prepared prod-
uct is not eligible, having received an EF Message.




Any of the other federal products that are eligible to be e-filed (for instance, extension re-
quests, amended returns, Forms 4868, 2350, 9465, or 56) and that will be a part of the e-file
transmission also receive green check marks when they have been selected for e-file on the
EF screen and they have no EF Messages.

Indicator EF eligibility

Default product is eligible and has no EF Messages:;
other eligible products have been selected for e-file and
have no EF messages

Green check mark Q

Red X Q Product not eligible for e-file due to EF Messages

Accepted Product has already been transmitted and has received
"A" acknowledgment. {Product appears on ESUM
screen with “A" ack)

Suppressed Cecours with any product included in the retum that is
ready for e-file (no EF Message) but a Do NOT send
Federal, Do not send any states, Suppress federal/
state EF check box has been selected on the EF screen
or at Setup > Options > EF tab

Not Selected Occurs on any product included in the return that is
ready for e-file (no EF Message) but has not been
selected on the EF screen.

Mot Available Indicates that e-file is not available for a specific state
product. Can be used in a federal product for forms that
are part of the federal product but will not be e-filed with
the return. (For Instance, Form 5227 in the 1041 pack-
age. Even though you can complete the form in Drake,
the 5227 will receive a "Not Available” indicator because
the IRS accepts the 5227 in paper form only.)

EF Messages

The EF Messages section in the Calculation Results window displays the individual items
that are preventing the return from being e-filed. Often there is a link to the proper data entry
screen, where corrections can be made.

Return Notes

The Return Notes section in the Calculation Results window displays informational notes
about the return. These notes provide details about the return, but they do not require that
changes be made, and they do not prevent e-file. They also appear on the NOTES page in
View mode.
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Viewing and Printing a Return

To View a return from data entry, press CTRL + V or click View from the data entry toolbar.

DRAKE 2021 - Data Entry (400001941 - TAXPAYER, THOMAS & TASHA - 400001902 - (CONTAINS SENSITIVE DATA) = O *
e ' & = @ =g ®& = 6" I
] 2 = = |
: | | A~ I I | = ng o) © 4
Calculate Yiew/Print Split Documents Tax Planner | rpart C5M Ermail ePay Help Exit

Viewing a return displays all the forms generated for the return. You can toggle from data
entry to View mode by pressing CTRL + V to jump to view mode, and then CTRL + E to go

back to data entry.
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generated TRVEAYER 400-00-1941
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Drake Tax Tips

Adjustment Fields

Fields that allow adjustments are preceded by a plus/minus sign (+/-) and display blue text
by default. Data in these fields adjust program calculations by the amount entered. A positive
number increases the calculated amount; a negative number decreases it.

L Schedule A - Itemized Deductions
TEA [ -] F I_ 5T [ -] Ty

|1 Madical and Danial
{ Healhinmorance premiums
& Pramiym

Mumizar ol medical miks......

Other medical and denial =xpenses

[ Taxes Paid ¥ SATLi
5§ Inigms teesa, 0 pE = i - T
Gananal salas 1aa .. ETay Boedn._.

CIFeree income ks

O Farcs salos tax

P 0 h Siale Imfonmstion

[CIForea tamizan
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Field Help

Field help provides information about a selected field. There are three ways to access field
help:

o Click inside a field and press F1
o Click inside a field and press SHIFT+?
. Right-click in a field and select Help > Help for this Field from the right-click

menu
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EF Steps

The steps to e-filing are listed in the EF menu on the Drake Home Screen.

El Drake 2021 Tax Software
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Presenter Bio - Ann Campbell CPA

Tax Software Trainer
Drake Software

Ann Campbell CPA joined Drake Software in 2021. She is a Certi-
fied Public Accountant licensed to practice in California and North
Carolina. She has many years of experience as a tax preparer using
Drake Software. Ann has also worked as a CFO and Controller in
various industries. Ann was one of four finalists for Plastic News
CFO of the Year 2019. She is a graduate of the Wharton School at
the University of Pennsylvania.




Drake 101 - Data Entry

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 familiarize Drake Software users with navigating data entry while
preparing a tax return using Drake Tax. Upon completion of this course, the student will be able to:

o Create or open a return in Drake Tax.
° Perform data entry for a basic 1040 return.
° Calculate and view a tax return in Drake Tax.

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-00456-22-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

w=y IRS-APPROVED Drake Software is an IRS qualified sponsor of continuing professional education.
|1,,§E CONTINUING 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
% 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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