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Welcome

Thank you for taking the time to review Drake Saftesand th@011 Evaluation Guidé/Ne appreciate this

opportunity to familiarize you with our softwaredaits capabilities. Drake is a pioneer in the taftvgare and
electronic filing industry. This year alone, Draled more than nineteen million federal- and siateepted

electronic returns. If you are not already eledtditing your clients’ returns, let us help youleEtronic filing
is free for federal and state returns in Drake \garfe.

You can also review this guide and receive CPEitsed

Upon completion of this Evaluation Guide you wid hble to:

Navigate Drake Software

Prepare basic 1040, 1120, and 1065 returns

Electronically file returns

Utilize the Online EF Database, Tax Planner, Diakeument Manager, and more
Run various reports using Drake Tools

Report on client and EF data

Perform software and file maintenance

If you have any questions about Drake Softwareaqgecontact your salesperson at (800) 890-950Qror o
courteous and knowledgeable support staff at (828}8020.

This Evaluation CD contains:

A complete copy of the 2011 Drake Software taxvsafe
All state programs

Drake Document Manager

Tax Planner

Drake Software and Client Write-Up Manuals
Practice returns and solutions in PDF format

2012 Client Write-Up software
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CPE Information

No prerequisites are necessary to participateismstif-study (distance-learning) overview couildgere is no
charge to patrticipate in this program and no refoolity.

11 CPE credits (based on a 50-minute hour) ardadlai 5 CTEC credits are availabb®sed on a 100-minute
hour.

To receive CPE credits, install Drake Software agatl the chapters in this guide. Take the finafrexyaing
the answer sheet, complete the evaluation, andlsathdo:

Drake Software Education
235 E. Palmer St.
Franklin NC, 28734-3049

If you prefer, send the exam answer sheet and atiatuby fax to (828) 349-5713.
The exam and the evaluation must reach Drake Skdtn@ later than April 15, 2013.

For questions or complaints regarding Drake So#walPE credits, contact Drake’s Education Departraent
(828) 524-8020.

Drake Software is registered with the National Association of
State Boards of Accountancy (NASBA) as a sponsor of
continuing professional education on the National Registry of
» CPE Sponsors. State boards of accountancy have final
authority on the acceptance of individual courses for CPE
credit. Complaints regarding registered sponsors may be
2 submitted to the National Registry of CPE Sponsors through its
5SPONSORS website: www.learningmarket.org.
Drake Software has been approved by the California Tax
Education Council to offer the 2011 Evaluation Guide,

3038-CE-0090, which provides 5 federal credit towards the
annual continuing education requirement imposed by the State
. of California. A listing of additional requirements to register as a
Eclilorsaa Tow Bicitiom Grvac

tax preparer may be obtained by contacting CTEC at P.O. Box
2890, Sacramento, CA, 95812-2890, toll-free by phone at (877)
850-2832, or on the Internet at www.ctec.org.

Drake Software is an IRS qualified sponsor of continuing

[ APPROVED professional education for Enrolled Agents and Registered Tax
@ CONTINUING EDUCATION Return Preparers. Course # FQTGU-T-00001-12-S
IRS | PROVIDER 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.

Approved by the Pennsylvania State Board of Public
Accountancy for 5 credits. (Based on a 100-minute hour)

Attention EAs, RTRPs and CRTPs:Please note that IRS Circular 230 Section 10.§(#jjlis currently
being modified and once finalized will no longeclide programs related to tax preparation softvaare
acceptable programs for CE credit. When these asare confirmed, IRS CE credit for this course mal
longer be offered from that date forward (curretitig date is not known but is expected to be ityesummer
2012). If this course is completed prior to thafination of the Circular 230 revision, CE creditlstill be
awarded. In connection with these revisions, CTEG will no longer accept software-training progsafor
CE credit.
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Installing the Software

The 2011 Evaluation Guidsoftware disc includes the federal packages aatd packages. The software is
also available for download ddrakeSoftware.comAfter installing the software, complete the regdiand
recommended software settings. For setup instmgtigee “Setup Assistant” on page 19.

SYSTEM REQUIREMENTS

To run Drake Software, your computer operatingeystust meet or exceed the following
system requirements:

Windows 2000 & XP

* 233 MHz processor or higher
+ 128 MB of RAM

Windows Vista & Windows 7

* 800 MHz processor or higher
+ 512 MB of RAM
* Support for Super VGA graphics

All Windows Operating Systems

* CD Drive

* 200 MB of available hard drive space, plus 7MBédach state program
* Internet Explorer 6.0

* Internet access

* Hewlett-Packard (HP)-compatible laser prirtgrongly recommended)
e TWAIN-compliant scanner

» Adobe Acrobat Reader for viewing PDF files

NDTE If your computer is running Windows Vista, it may be necessary to upgrade
your version of Adobe Acrobat Reader to version 8.0 or later.

Copyrighted Material Drake Software Evaluation Guide
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REGISTERING YOUR SOFTWARE

When you register your software, Drake supplieswah a temporary EFIN and password—both
of which are required when setting up the progrdiyou downloaded your demo software from
DrakeSoftware.copyou were assigned a temporary EFIN and do nal teeee-register your
software.

To register your copy of Drake 2011, godmakeSoftware.corand click the registration link
under “Software Orders & Demos” in the far righturan. You will receive an e-mail with your
assigned EFIN and password. Enter this EFIN angvpasl when completingRO Setup See
“ERO Setup” on page 20.

INSTALLING FROM CD

Complete the following steps to install Drake Safte/from CD:

1. Insert the 2011 Drake Evaluation CD into the Cyelri
After the introduction, from the menu, clittkstall Drake Software.

From the installation window, choogestall Drake 2011 Tax Software Other installation
options includdnstall Client Write-Up .

4. Read and accept the licensing agreement. Gliekt.

Select which programs to instdihstall 2011 Drake Tax Softwareandinstall State Tax
Programs are the defaults. Cliddext. If you choose to not install states at this tigmy may
install states later. See “State and City Programnsfiage 8.

6. Select a location to install Drake Software. I&thg your initial installation, clicew. If
Drake Software has been installed on your comparteetwork before, choose the drive
where you want this installation stored and chigkxt.

7. EnterDEMOin the text box. ClickNext, and in the small popup window, cli€k.

8. If this is your initial installation, choose an iallation drive from the list of available drives
and clickNext.

NDTE If a drive letter does not appear, the software has determined that there is
not enough space on the drive.

9. If you chose to install states at this time, 8&dect States to Install/Updatevindow is
opened. Select fror8tates on CDin the left pane. CliclSelector Select All. The selected
states appear on the right side and are updatedhatitally unless removed from the list.
Click Next.

10. Click Install to continue.

11. When the installation is complete, cliEknish to return to the main installation window.

Drake Software Evaluation Guide Copyrighted Material
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12. Choose to install Client Write-Up, or view the Deakoftware manuals, practice returns, or
IRS publications, or clickExit.

After the program has been installed, three icqpear on your desktop:

 Drake 2011 Tax Software
+ Drake 2011 Tax Planner
» Drake Document Manager

To start the program, click tHarake 2011 Tax Softwareicon.

INSTALLING FROM DRAKE SOFTWARE WEBSITE

Complete the following steps to install Drake Safte/from the website:

Go to www.DrakeSoftware.cormand clickProducts > Download Center

Enter your EFIN and Drake password.

Choose the software package to download (Drake)2011

Click the download link. Th&ile Download - Security Warningwindow opens. Cliclsave
Choose a location to save the download. For instamtthe computer’s desktop or hard drive.

The download begins, showing you the progress statas bar.

N o gk~ w NP

When the download is complete, double-click the yibu downloaded, Drakell Federal.exe.
If the Open File - Security Warningwindow is opened, clicRun.

8. Click Yesto begin installation. Select the drive on whighrtstall Drake (local hard drive or
network drive) and clicknstall.

9. Enter your Drake serial number if this is a firiste installation. EnteDEMOto install the
software as the limited demonstration version. lO0d.

10. A message appears to verify that you are instathiegDrake Software Demo Version. Click
OK. Another message appears to verify the installadiove. Click Yesto continue.

11. After installation is complete, clickxit to exit the installer.

After the program has been installed, three icqpear on your desktop:

 Drake 2011 Tax Software
+ Drake 2011 Tax Planner
» Drake Document Manager

To start the program, click tHarake 2011 Tax Softwarecon.

Copyrighted Material Drake Software Evaluation Guide



8| Installing the Software 2011 DRAKE SOFTWARE

STATE AND CITY PROGRAMS

INSTALLING STATE AND CITY PROGRAMS

If you did not install states during the initiaktallation, choose one of the following methods
for installing state and city programs. Installmgtate also installs its city programs.

N If you downloaded the software from the Drake Software website, states
DTE were not included and you must choose one of the methods below to install
states.

State and city returns are automatically produci thie federal return if indicated on the
federal data entry screens. For example, if yoicatd in theStatefield (box15) of theW?2
screen that the W-2 is for NY, Drake generates\a Merk return along with the federal
return.

Installing States From CD

Insert your Drake CD into the CD drive.
From theHome window, go taTools > Install State Programs
Selectinstall State(s) from this drive. Select your CD drive letter from the list.

Click to select the states to install from Btates Availablelist in the left pane. Click
Select (To select all states, clickelect All) The selected states appear in$tages
selected for installationlist in the right pane.

5. Click Install to continue with the state installation.
6. When the installation is complete, cliEkit.

e

Installing States From the Internet

If you installed the Demo software frobrakeSoftware.comyou received only the
federal package. To install states online, completefollowing steps:

NDTE To install states over the Internet, ERO Setup must be complete. See
“ERO Setup” on page 20.

1. From theHome window, go toTools > Install State Programs
Selectinstall State(s) from the Internet

3. Click to select the states to install from Btates Availablelist in the left pane. Click
Select (To select all states, clickelect All) The selected states appear inSrates
selected for installationlist in the right pane.

4. Click Install to continue with the state installation.
5. When the installation is complete, cliEkit.

N
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VIEWING DRAKE TUTORIALS

Drake has more than 75 tutorials available thaec@rake Tax Software and Client Write-Up.
Tutorials are also available in Spanish. To vieertilitorials, go tavww.DrakeSoftware.com
Training tab >Tutorials. For additional information on these tutoriald] gaur Drake sales
consultant at (800) 890-9500.

Copyrighted Material Drake Software Evaluation Guide
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The following tax software tutorials are available

e 1040.com Affiliation e Letters

e 7216 * Michigan Cities

e 8615 Export * Michigan Residential Credit
e Archiving * Multi-State Apportionment
e Banking Setup* * Networks

e California W2CG * New Jersey Sick Pay

e Check Print* * Ohio Cities

* Client Bill * Online EF Database*

e Client Status Manager* e Organizers & Proformas
e Conversions » Pay Per Return

¢ Custom Data Entry  PDF Attachments

e Custom Fields * Pennsylvania Deceased Spouse
» Depreciation * PIN Signature

e Drake Document Manager* e Pricing

» Drake Tax Planner * Printing Setup

* E1 Visa Prepaid Card Program * ProSeries Conversions
e e-Collect * Reports

« EIC * Required Settings*

e Electronic Filing* e Schedule D and Form 8949
e Electronic Training Center (ETC) + Schedule D Import

e Email to Drake e Scheduler

« Enterprise Office Manager » School District Codes

* Field Flagging e Search EF Database

« Form 3800 Changes for 2011 e SecureFilePro

e Forms Based Data Entry * Setup Options

e GruntWorx » Software Updates*

* Help Resources » State Database

*  Home Window* * Support Resources*

e Intro to Data Entry* e Tax Library

e K1 Features » Trial Balance Import

« Knowledge Base e View/Print*

e Label Printing W2 Import

e Late Filing Interest and Penalty .

*Tutorials in both English and Spanish.

Visit our complete library of tutorials, tax prepéion courses, and practice returns at
www.DrakeETC.com
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Navigating the Program

Learn to navigate the program before tax seasoim&efhis section highlights the basics of naviggthe
program.

NDTE For details on return navigation and data entry, see “Data Entry” on
page 48.
LOGGING IN

The first time you open the software, you are auwtiically logged in. If you close the software,
when you reopen it, you may be asked to log in.FSgere 1 below.

Figure 1:Preparer Login

Freparer Login
Freparer |0 |admin
Paszward: ]

Login

If, during your initial login, you created a prepaiD or set a password for the Admin account,
enter aPreparer ID andPassword Click Login.

Copyrighted Material Drake Software Evaluation Guide
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HoMmE WINDOW

The main window of the Drake program is referredsaheHome window. See Figure 2 below.
TheHome window’s features include:

* Menu bar — Allows you to accomplish specific tagkshe program.

» Toolbar — Displays “speed” buttons used to quiakdwvigate the program.

* Recent Returns — Displays the last nine files odenelata entry. Click a client file to open it
or press its correspondifyint/View button to open the return in View mode.

» Scheduled Appointments — Displays current day Saleedppointments for the logged-in
preparer.

* Natifications — View important notifications, inaling messages stating that you have
updates to install, acknowledgements (“acks”) aoshprint files to download, or e-mail to
download and read.

» Personal Client Manager (PCM) — Displays all theimes for the logged in preparer (see
“Personal Client Manager (PCM)” on page 13).

* Preparer Notes — An electronic notepad. The naesas is preparer login specific, so when
a preparer logs into the software, they will sesrtbwn notes.

» Status Bar — The status bar displays the cuPesparer Name the date the software was
last updated, the drive on which the software $¢aled, the operating system in use, the
status of scheduler reminders and the current date.

Figure 2: Home Window

{5} Drake 2011 Tax Software Menu Bar =n
File. EF Tools Reports LastYearData Setup Hel :
= S ; = 3 —
R d : (7)) P L rl
P & 2 | @ O B = T
Open/Create | Calculate Print View Support | Help Tax Research CSM Scheduler | Exit
Recent Returns... Key Print/View || Enable Privacy | Personal Client Manager
Tate, Gene & Judy 1 | Client Mame | Type l Status l Started l Completed -
Posey, William & Poppy 2 ] Test, Johnny 1040 Updated From 2010
Dimsis; iEriarmin & Beyer 5 SANDERS, CLYDE 1040 Updated From 2010
G e s EASTWOOD, JERRY & JANET 1040 Updated From 2010
) : : | — CAMASTA, TEST 10400 Updated From 2010
ey Recent Files List § L PURFLE, BARRY 1040 Updated From 2010 )
Gamges, Sam & Rosie 8 FLYMNM, PHINEAS 1040 Updated From 2010 =
e = = ORAMNGE, TESSA & CLARK. 1040 Updated From 2010
- o] MACDOMNALD, TEST & Dal :
Lakeside Fartilizer Mfg 8 L Twa Sisters Gitt Shap Personal Client Manager (PCM)
JONES, SAMANTHA 9 A Posey, Lily TOAT Opdated From 2070
- P — — TEJADA, JESUS & JENNY 1040 Updated From 2010
Appointments... Hrn REmingErs on wwhite, Mary 1040 Updated From 2010
3:30 PM Gene & Judy Tate McTestypants, Sally 1040 Updated From 2010
4:30 PM William & Poppy Pasey Posey, Wiliam & Poppy 1040 Updated From 2010
HUWTER, TEST 1040 Updated From 2010
James, Bill 1040 Updated From 2010
- JOMES, SAMANTHA 1040 Updated From 2010 111442011
Scheduled Appointments ' Erown, Jeff & Wanda 1040 UpdstedFrom 2010 11/23/2011
BOSTOM, JONATHAMN & ELIZABETH 1040 Updated From 2010
ISLEY,JOSEPH & MARY 10400 Updated From 2010
GRASS, TEST & MAY 1040 Updated From 2010 a
4 | [ | k
Notifications...
Message Center I Ficparerfiotes
S i 4 * ||Call Rob Smith today
DU RAVE sl te e e Email Michelle T aplor
Update status: Updates needed! Preparer Notes
Get Updates

Prep: EMILY Version: P21.1.201265 Drive C  |Windows 7 03-13-2012 |Appointment Reminders are off
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PERSONAL CLIENT MANAGER (PCM)

From theHome window, view the Personal Client Manager, or P@N\personalized version
of the Client Status Manager, or CSM. The PCM hgtps organize your day by providing a
detailed list of all your returns. This tool is peger login specific, so the logged in preparer
may customize their Personal Client Manager bydiegiwhat columns of return data
display, and by filtering the list of returns.

From the Personal Client Manager, right click asordao:

* Open the client’s return

» Display a Quick View of return information
* Open the EF Database for a client

* Set return statuses

» Filter the list of returns

* Customize the PCM

» Search records

For details on CSM and PCM functionality, see “Client Status Manager” on
page 182.

NOTES

The “Admin” login, or preparers with “Administrator” security settings, may
view the returns for all preparers in the Personal Client Manager.

ENABLING HOME SCREEN PRIVACY

You can hide the Recent Returns, the PCM, and tiiyedPer Notes sections of the Drake
Home window as needed—for example, if a co-worker @ntlis looking at your computer
screen with you. To do so, click tBmable Privacy button (shown in Figure 3) on titome
window. Click Disable Privacyto view the list again.

Figure 3: Enable Privacy button

mt/Wiew | Enable Privacy Per

Client Mame

Test, Johnny
SAMDERS, CLYDE
" EASTWOOD, JERRY & J.

TARMATSTA TETT
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NAVIGATING DRAKE

To navigate Drake, choose the method that is nmsfartable for you. You can access Drake
screens using your mouse, keyboard, and toolbakeDalso offers several shortcut keys to make
navigation quicker and easier.

MOUSE

Left mouse button — Move the pointer over an itard alick the left mouse button to
select that item.

Right mouse button — During data entry, place thieter in any gray area and right-click
to display a menu of common program functions. Rdick in a specific data entry field
to cut, copy, paste, or view help for that fieldaodd a worksheet where applicable.
Speed buttons — For a description of a speed hyttane your pointer over the button
and see a pop-up box with a description.

KEYBOARD

Maneuver through the Drake program with the compagboard. A variety of specialty keys
makes the job easier.

TIP

Shortcut Keys

These keys allow you to move through the menussatett options quickly. Pregs T to
display the underlined shortcut key for each optiarthe menu bar. The underlined letter
for each option is the shortcut key. For exammgegen a return with the keyboard, press
ALT, F (for “file”), and O (for “open”). Pres&NTER.

Hot Keys

Similar to shortcut keys, hot keys perform variagions with simple keystrokes. In
Drake Software, right-click to display a list ofthays available for that screen. For
example, to calculate the return while in scriéepress GRL + C. To view the return,

press GRL + V. For a list ofHome window and data-entry hot keys, see “Hot Keys” on
page 41.

In data entry, right-click the gray area to vietisaof hot keys.

Macros

Use a macro to enter frequently-used data entnysiteith just a couple of keystrokes. To
set up your own macros, go$etup > Macros

Drake Software Evaluation Guide Copyrighted Material
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TOOLBAR

The speed buttons located under the menu bar areeghkeys that can be used to maneuver
through the program quickly. Different areas of pihegram are associated with specific speed
buttons. For a description of a speed button, pjace mouse pointer over the button and see
a pop-up box with a description.

Figure 4: Home window toolbar speed buttons

|~ i bt q (@ © W g2 0T J H

Open/Create Calculate Print View Support Help Tax Research C5M Scheduler Exit

The following chart describes the speed buttontions of theHome window toolbar. It also
displays hot keys that may be executed fromHbme window to perform the function.

Speed Button Function Hot Key

Open/New Opens an existing return or begins a new return. CTRL + O

Calculate Opens the Batch Calculation window to calculate one or more CTRL + C
returns.

Print Opens the Return Selector , where you may select to print one or CTRL + P
more returns.

View Opens the Return Selector , where you can view one or more CTRL + V
returns.

Support Opens the Drake Support website, Support.DrakeSoftware.com N/A
Opens the Help System, where you can find answers to questions

Help N/A
about the program.

Research Opens the Tax Library website. For details, see “The TaxBook N/A
WebLibrary” on page 194.

CSM S)p_ens the Client Statuf Manager. For details on the CSM, see CTRL + L
Client Status Manager” on page 182.

Scheduler Open_s the Apf)omtment Scheduler. For details, see “Scheduling N/A
Appointments” on page 173.

Exit Closes the software. Esc
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GENERAL FLOW OF COMMANDS

Program instructions refer to parts of the progeaiollows:

Menu bar— The list of menu options across the top of thedeimn

Drop list— The list of available actions shown when an opisoselected from the menu.
Also, some fields on some screens display an af®ynext to an open text box. Click the
arrow to open a list of available choices.

Speed buttons on toolbar The toolbar directly under the menu bar. Speetbhatare used
for quick access to functions and are representadadns.

Data Entry Menu — The list of available screens when a return has lopened for data
entry.

Selectorfield — The field at the bottom of tHeata Entry Menu. Type the letter or number
code of the desired form to open its screen in eatgy.

Tabs— TheData Entry Menu displays tabs along the top of the screen bel@idblbar.
Each tab displays a list of additional data entngens.

Buttons— Items that perform actions. For example, clickExé& button to leave the
program.

When instructions are given to perform an actibe,ftow of commands (for exampl&ols >
File Maintenance > Backup is as follows:

P 0w DN P

Select the menu option to reveal the drop listr @@mple;Tools.)
Select the action from the drop list. (For examplés Maintenance)
If the action displays an arrow{ to the right, another list is available.

Select the action from that list. (For examackup.)

To shorten the commands in the instructions, the tf commands is given with arrows (also
known as “angle brackets”) between each function.example, “Go tdools > Install Updates
simply means, “From the menu bar, go to Thels menu, click to open the drop list, and choose
Install Updates.”

Use the keyboard or the mouse to select the metinnop
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Program Setup

Drake Software'Setupmenu allows you to customize the software to yaffice requirements. Many of
these settings can be carried forward each yeanggou time and effort. From the menu, gd st Year
Data > Update Settings 2010 to 2011

N Drake recommends that you log in as “Admin” or as a preparer with Admin
DTE rights when accessing the setup screens. This way, you have full rights to
all the features accessible only when logged in as Admin.

SETUP ASSISTANT
The Setup Assistant guides you through the requinetrecommended software setup screens.

The Setup Assistant is opened the first time yguitoto Drake and each time you access the
program until all the required information is emtror until the assistant is disabled. To prevent
the Setup Assistant from automatically opening dawh you enter the program, click tBe not
show Setup Assistant at program startugbox. See Figure 5 on page 18.

The required settings must be completed beforegpirggpand electronically filing tax returns.

It is not necessary that these screens be complataagh the Setup

NDTE Assistant. To exit the assistant at any time, digk Assistant. Return to
the assistant later by goinghielp > Setup Assistantor access each setup
screen individually from th&etupmenu.
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Figure 5: Setup Assistant
Drake 2011 - Setup Assistant

Welcome to the Drake Software Setup Assistant

|Jze the "Required for E-filing Setup" zection to enter setup information for firmz, preparerz, and
e-filing. Each zetup screen iz designed to allow for minimal data entry in order o start uging the
zoftware. The checkboxes will let pou know if pou have the minimum required fields for 5
succeszsful e-filing. To further customize the zoftware, to pour heeds, use the "Optional Setup”
zechion.

v Do not show Setup Azsistant at program startup.
Required for E-filing Setup
Completed

E Firmz | ou have completed the firm information required for e-filing.

'ou can add more firms by going the "Setup > Firms"

m ERO “ou have completed the ERD information required for e-filing.

ou can edit thiz information n "Setup > ERO."

E’ P “ou have completed the preparers information required for
MEPAMSEE | o filing, “You can add more preparers by going H"Setup >
Freparers”

Optional Setup
Completed

E Letherhead Customize your letterhead to appear on bills and

letters to taxpavers.,

Customize statuzes to track pour clients using Clent Status

Stak
it M anager.

Options Select from numerous options to fit your tax preparation needs.

Fricing Set prices for your tax preparation business.

O Customize the Drake Document M anager location and folder
zettings.

Eatters Customize the letters to meet vour buzsiness needs.

Configure Drake Software's printing options to best suit pour
needs.

Help k. Exit

T

Printers

While the Recommended settings are not required, several of them are

crucial for proper program functioning. For example, if you plan to use

Drake Document Manager, the DDM path must be correct before creating
|MP[| RTANT returns. For details, see “Drake Document Manager” on page 206.

To get the most out of the Client Status Manager, your custom statuses
must be determined before tax season begins so that they are available
during tax season and can help provide accurate reporting. See “Client
Status Manager” on page 182

When all required settings are completed and manktida green check mark, you are prompted
to continue displaying the assistant at startujp oo longer show the assistant. This message also
appears when tH2o not show Setup Assistant at program startufpox is cleared.

To exit theSetup Assistan click Exit or OK.
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REQUIRED PROGRAM SETTINGS

These settings must be completed before beginaigreparation and electronic filing:

* Firm(s) — Set up and edit the firm information that apgeam tax forms. Select bank and
determine fees.

« ERO — This information is required for Electronic RatOriginators (EROS) or preparers
who use Drake e-mail, RIA Checkpoint, and otheernét-related features.

» Preparer(s)— Enter each preparer’s general information, destiga login name and
password, and set security options.

FIRM SETUP

Enter and edit information for a specific firm drefirm Setup dialog box. See Figure 6 on
page 20. There is no default firm information in gregram.

A

6.

From the menu bar, go 8etup > Firm(s)

Enter the firm information. A red field descriptiamdicates required information.

Enter an address. Enter a ZIP code and the citystatd fill in automatically.

Enter the phone number without spaces, dashesrentneses. (The program
automatically formats the number.)

Select a starting DCN. DCNs must be staggeredufwill be creating returns from more
than one stand-alone computer using the same EFIN.

Click Saveto save the information. Clidkxit to exit without saving changes.

When a firm is created, it is given a firm numbetheNumber column ofFirm Setup. Use
this number to identify which firm is associatediwa tax return in screehnof data entry.
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Figure 6:Firm Setup

Drake 2011 - Firm Setup

M o0

General Information -

Save Help  Cancel
Mum, | FimMame Redindicates not ready for e-filing. | EFIM | DCH | Contact
1 Drake Software FIiTeT 04531 Ernily Moore

Banking Information

Fitm name |D'E'kE Software | Retrieve and auto-fill info fram wour Fieki
; T ehngve
Address |235 E ast Palmer St onling Drake Bank Application:
City |Franklin Select Bank:
b fome dlic ddrces EPS Financial, LLC -
SLZIP ML 28734 L
- Foreign Add Add-On Fes
* Province/State | Additional Fee [4dd-On) i]
* Country, Postal code 1 Erter the receiver of "Additional Fee
: ; - v = [Add-On)" to print on tax retum's Bank
Telephone number ﬁ555]88?-5309 Infarmation Sheet:
Fax number ]
Contact name |Emi|y Moore
Email add | (" eCollect Basic (direct deposit disbursement
mail addresz Sl
Federal EIM | ™ e-Collect Deluke [check, and direct deposit
disbursement]
State D rumber & eLallect Elite (E1, check, and direct deposit
EFIN FITTIT disbursement]
DIEM serial number 04531 Nor-paid-prep
ERO SETUP

You must complet&lectronic Filing Setupto:

» Electronically file returns

» Use the Drake E-mail program

» Download software updates

» Access your Online EF Database

» Access the Tax Library from the toolbar

IMPORTANT

A temporary EFIN assigned by Drake allows you to test electronic filing and
gives you access to Drake Internet tools. Preparers who are new to

electronic filing and wish to transmit live returns must apply with the IRS for

an EFIN.
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To set up an ERQ's information:

1. From the menu bar, go fetup > ERQ

2. Enter or edit the general information fields. Fieldith green text descriptions indicate
required entries. See Figure 7 below.

You must enter your Drake Account Number in Setup > ERO . Enter your

NDTE temporary EFIN and password in the EFIN and Drake Password fields.
Your account number, EFIN and password are included on your packing
slip or in the email confirmation you received after registering for a Demo.

The default Connection Settings are the settings that work for most
computers. If you are experiencing problems connecting to Drake, please
contact Drake Support for technical assistance.

The Service Bureau section must be configured only by offices practicing

as Service Bureaus. Service Bureaus actively collect and transmit returns
for other preparers. This is small percentage of offices.

3. Click OK to save changes. Cli¢kancelto exit without saving changes.

Figure 7:Electronic Filing Setup

Drake 2011 - Electronic Filing Setup - \DRAKELI\CR\CONFIG.11

Electronic Filing Setup

Enter Electronic Return Originator information below. Al General Information fields, except
Telephone Mumber, are needed for e-fiing. Click help for Connection Settings information.

General Information -

Account Mumber: [31557 EFIM: 77TTIT
it ¢, B

Drake Password: froree

Transmitter Mame; EMILY MOORE
Transmitter Address: |235 EAST PALMER 5T
City, State, Zip Code: |FF!ANKLIN, NC 28734
Federal EIN: |1 23456789

Telephone Mumber: |

-Connection Settings
Chooze the appropriate sethings below:
IF necessary, conzult with wour technician or contact Drake Support for assistance.

1. % Always use my existing [nbermet connection [DSLACable/LaN Dial-up)
2. Dial whenever an Internet connection iz not present

3. " Mot Recommended: Alwaps launch a new dial-up connection

when dialing, use this connection: | ﬂ
Advanced Options
1. Transfer my files using: IHTTF'S Li
1a. T My f 3 fiewa
1b. Reserved: |

~Franchize/Hetwork Information [Admin only]
Fd aster EFIN:| Fee:| Mame: |

Disclosure or Use of Tax Information by Preparers of Returns
Meed consent to discloge tax retum
itfarmation bo this fratchizordnetwaork: |

Help | Irniztall Dialer I kK Cancel
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PREPARER SETUP

Each preparer must be enteredPieparer Setup See Figure 8 on page 23. Enter preparer
information into the program and the preparer &gased a preparer number. The preparer
number is used to display unique preparer inforomatin letters, returns, and reports

N It is not necessary to edit the Admin information. Log in as Admin when
DTE accessing program setup features. Set up a preparer for use when
preparing returns.

Set up Data Entry (DE) operatorsRreparer Setup Preparer numbers entered on returns are
used primarily for tracking purposes.

To enter a new preparer in the software, completddllowing steps:

1. From the menu bar, go fetup > Preparer(s)

2. From the toolbar at the top of tReeparer Setupdialog box, clickedit Preparer to
make changes to an existing preparefAdd to add a new preparer.

3. Enter preparer information. A yellow field indicateequired entries, and a red field
description represents required entries for egfilin

4. To set security options, click tf&ecurity button at the top of the dialog box. See
“Preparer Security Settings” on page 23.

5. Click Saveto save changes. Notice that the preparer is ngedsaith a preparer number.

N A Preparer Tax Identification Number (PTIN) is required by the IRS for tax
DTE preparers. For information regarding PTIN requirements, visit
www.IRS.gov.
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Figure 8:Preparer Setup

Drake 2011 - Preparer Setup

i mN E— ®
ale
Save Security Schedul= Cancsl
Numberj PTIN | Login | Preparer Mame Fied indizates missing e-filing data. | Security |

Adrain ADMINISTRATOR
Perm Platypus

General Information
Preparer name

{Emily Mouore

- State Registration Numbers

Fiegistration

Registration numbers for
CA, MD, NY, OR, and W,

SO
Frant Office
- Return Signature Options
FIM signature ** 12345

— Republic Bank Information -

E-mail iemil_l,l.moore@dlakesoﬂwale.com

Self-employed Il

Social Secunty Murmber

FTIM W

Office number [optional] l—

Howrly F ate f—

Firm | 1-DRaKE SOFTwWaRE  ~| |
i~ Login Information 1

Login narme fIErMy—

Pazzword ]—

Pazsword [Repeated) f—

| ~W-7 Acceptance Agent

Agent title

A

Uze PIM far:
Iv 8873 PIM Signature
W Alemative Electronic Signature

= zad az Third Party Desighee PIM if indicated in
Setup > Options » Optional lkems on Fietum

RBIN

—

Power of Attorney Information -

Preparer designation | ;j

—
—

CaF Mumber
Jurnisdiction

-

—

Acceptatce agent

Return Signature Options

Designate a PIN signature for signing returns ebdedtally to produce the 8879 IRS

e-File Signature Authorization.

1. Enter a PIN in th€IN Signature field. (Choose any five-digit number).

2. SelectUse PIN for: 8879 PIN Signature

For details on electronically signing returns, see “Signing the Return
Electronically” on page 108.

NOTE

Return signature options may also be set for the Third Party Designee and

Alternative Electronic Signature . For details, review the Drake User’s
Manual: Tax Year 2011, available on your Evaluation CD.

Preparer Security Settings

Preparer security defines what functions the peapaan access in the program. These
settings must be established before the prepanebegin working in the software.
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In Drake, you can set preparer security on theviddal level, or use group security to
assign the same security level to many preparers.

Only administrative users can set security rights.

Default Security Options

With a preparer selected and in Edit mode, seleetad the following options:

Custom Security —See “Custom Security Setup” below.

Set Security to Allow No Options— The preparer cannot access any items in the
program.

Set Security to Allow All Options— The preparer can access all areas of the
program.

Set Security Equal to Existing Preparer— Select this option and choose an
existing preparer from the list. This sets the entipreparer’s security rights to
match the existing preparer.

Add Preparer to Security Group — See “Group Security” on page 25.

Front Office — Select this option to allow a receptionist toge views and
manage appointments in the Scheduler. For morenitgion, see “Scheduling
Appointments” on page 173.

Administrator — The preparer has full administrative rights santb logging in
as “Admin.”

Custom Security Setup

Determine which areas of the program a prepareacaess.

1. Double-click a preparer’s name or click once thiickadhe Edit Preparer button

to open the preparer’s information in Edit moddckCthe Security button at the
top of the window and sele@ustom Security ThePreparer Security Setup
dialog box is opened. See Figure 9 on page 25.

Click an item on the menu bar to display a disp Click to select menu items for
accessibility or clear the check marks to deny s&cBoxes with check marks
indicate access is permitted. Go through all sewenus.

3. Click Save When prompted, clicloK.
4. Click Saveto save the preparer settings. Cliekit.
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Figure 9: Preparer Security Setup

Drake 2011 - Preparer Security Setup
Filer EF Tools Reports LastYearData Setup Help

W Open Returm

v Calc

v Print

v iew

W Forms Based Data Enty
| W Quick Estimatar

Check Al Uncheck Al

Custom Preparer Security

Click the menu items to apply secuty. & checkmark indicates access iz allowed. Remove the checkmark to dizallow
access. Security cannot be added nor taken away for a level higher than the logged-in preparer's securty level.

Help Save I Cancel

Group Security

Group security allows you to assign a preparerdooap and to set security on the
group level. Assign preparers to predefined groapsreate new groups.

Three security groups are available by default:

» Admin — Users with administrative rights; group cannote&ted
* Full — Users with full access to everything except spekiimin features
* Front Office — Front Office rights (Scheduler access only)

To access group security, goSetup > Preparers Click Group Security to open the
Group Security dialog box.

N Preparers must have security set up to avoid all functions of the program
DTE being disabled when the preparer logs in. A warning message displays
when you set up a preparer without security rights chosen.

Preparer Schedule

Before you can use the Scheduler program, you araate schedules for each
preparer. See “Generating Preparer Schedules” ga p#4 for details.
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OPTIONAL PROGRAM SETUP

The following settings are not required but Draéeammends reviewing and utilizing each option
S0 you may get the most out of your software.

NDTE Most optional settings can be carried forward each year. From the menu,
go to Last Year Data > Update Settings 2010 to 2011

SETUP OPTIONS

Setup Options enable you to customize the softigaselit your office needs. See Figure 10
below. The default preferences are those thatrafenped in most offices. To change or view
the defaults, follow these steps:

1. From the menu bar, go ®etup > Options
2. Click the tabs to open the various option windows.
3. After selecting all options, clickK to save.

Figure 10:Setup Options

Drake 2011 - Setup Options [

Data Entry
Customize data entry functionality by indicating your preferences bhelaw,

Billing | States | EF | Administrative Options |

Diata Entry Calculation & View/Print | Form & Scheduls Options | Optional Documents | Optional lkems on Retun |
Select to Turn On Language Options [1040 package only]

[ Maximize data entry screens where possible for easier viewing Menus and data entry screens:

|v Size data entry screens to show most figlds withaut zcrolling |English ﬂ

I Dizable sizing of data entry screens Field-zpecific help in data entiy:

Iv TabtoZlP code field [zkip city/state and use ZIF code databasze] | |E”E||i$h ﬂ

¥ Show notesfreminders to preparer when opening a returh Error codes:

I Wernfy S5M when creating new return |English ﬂ

[ Enable Windows standard keystrokes Leliencaseiondata eriiy

I Autofil preparer and firm nurber on e returns |Mi>:ec| caze LJ

™ Maagnify data entry Overide field indicatar:

[~ Activate 'W-2 wage and withholding verification fields |Disp|a_l,l both indicators LJ

™ Do not restrict minimum font size in 800=600 Adjustment field indicator

¥ Use gnd data enty format on available screens |Di3p|a‘l'l il indic.ators lJ

Help K Cancel
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The following options are available:

Setup Options, Data Entry

Option

Description

Maximize data entry screens where
possible for easier viewing

Increase the size of the Drake screen to fill your monitor. Effective at all
monitor resolutions.

Size data entry screens to show most
fields without scrolling

Decrease the size of large Drake screens so they fit on your monitor. Effec-
tive only when monitor resolution is set to 1024 x 768 or smaller.

Disable sizing of data entry screens

Keep preparer from resizing screens. Effective usually for monitor resolution
set to 800 x 600 or smaller.

Tab to zip code field (skip city/state
and use zip code database)

Press the TaB key while entering an address in data entry to bypass the City
and State fields and go directly to the ZIP field. City and State fields are
completed automatically based on the ZIP code entered.

Show notes/reminders to preparer
when opening a return

Show all notes and reminders from the NOTE and PAD screens every time
you open a client file that contains notes or reminders.

Verify SSN when creating new return

Require double entry of SSN or EIN, helping eliminate erroneous entries.

Enable Windows standard keystrokes

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

Autofill preparer and firm number on
new returns

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

Magnify data entry

Enlarge the active field for easier reading.

Activate W-2 wage and federal with-
holding verification fields

To ensure accuracy of data entry, your firm can require that amounts for
wages and taxes withheld are entered twice on the W2 screen.

Do not restrict minimum font size in
800X600

If this option is selected, the program will not attempt a font substitution to
retain readability. Text on the screes will shrink to fit as needed.

Use grid data entry format on available
screens

Choose to activate grid data entry for the Dependent, Dividend Income,
Interest Income , and 4562 screens.

Language for menus and data entry
screens

Choose between English and Spanish.

Language for field specific help in data
entry

Choose between English and Spanish.

Error codes:

Select English or Spanish as the language setting to be used in the error
codes received during e-filing.

Letter case for data entry

Choose between all uppercase letters and mixed case.

Override Field Indicator

Format override fields in data entry.

Adjustment Field Indicator

Format adjustment fields in data entry.

Setup Options, Calculation & View/Print

Option

Description

entry

Auto-calculate tax return when exiting data

Returns are automatically calculated every time you exit the return.
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Setup Options, Calculation & View/Print

Option

Description

Display client fee on Calculation screen

Allows the fees charged for return preparation to appear on the Calcu-
lation Results screen.

Print only one overflow statement per page

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

Go directly to form when accessing View or
Data Entry mode

Go from a data entry screen to the corresponding form in View mode
when clicking the View button or pressing CTRL+V. When the Data
Entry button is clicked in View mode, the program returns to the data
entry screen.

Audible notification of calculation error mes-
sages

The program produces a “beep” to indicate an error message.

Layout for depreciation schedule

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

Pause option for calculation

Choose the circumstances under which the Calculation Results  win-
dow appears, allowing a review of calculation results before proceeding
to View/Print mode.

Number of days to store print files

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

Print sort options for Interest/Dividends

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

NOTE

Many of the Form & Schedule Options settings can be adjusted from the
Print screen in data entry. (Type PRNT in the selector field and press

ENTER.) An “on-the-fly” adjustment affects only the open return and does
not change the global settings in Setup > Options .

Setup Options, Form & Schedule Options

Option

Description

Print Schedule A only when required

Produce Schedule A only when taxpayer qualifies to itemize.

Print Schedule B only when required

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

Print form 4562 only when required

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

Print form 6251 only when required

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

Next-year depreciation schedule

Select this option to produce a depreciation schedule for next year in
addition to the depreciation schedule for this year.

W2/1099R forms

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

Print two W2/1099Rs per page

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

Carryover worksheet

Produce any carryover worksheets associated with the return.

Print Page 2 of Schedule K-1 ...

Produce and print page 2 of Schedule K-1 for 1120S, 1065, and 1041.

1040A/EZ suppress

Automatically suppress Form 1040A or 1040EZ.
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Setup Options, Form & Schedule Options

Option

Description

Form 1045 page 2 (NOL)

Automatically produce Form 1045, page 2, if the return has NOL.

Select to turn ON list if greater than ...

Produce lists of these forms when the selected number in the drop list is
exceeded.

Form 8879 bank account options.

Select option to print or omit bank account numbers, or to print only the
last four digits of the account number.

Setup Options, Optional Documents

Option

Description

Folder coversheet

This option generates a folder cover sheet containing the taxpayers’ names and
the name, address, and phone number of the preparer’s firm.

Prior year(s) comparison form

Select this option to produce a comparison sheet containing data from the cur-
rent year’s return and past-year returns.

Return summary

Select this option to produce a return summary with every return prepared.

Bill summary

Select this option to produce a summary of the taxpayer’s bill with each return.

Federal filing instructions

Displays detailed federal filing information, including the date to file, form to be
filed, address to file, and payment amount. The instructions are listed as
FILEINST.PG in View mode. Activated by default. Clear to disable, or use the
PRNT screen to activate or disable “on the fly.”

State filing instructions

Displays detailed state filing information, including the date to file, form to be
filed, address to file, and payment amount. The instructions are listed as
“STINST.PG” (“ST" refers to the state abbreviation; for example, OHINST.PG for
Ohio instructions). Activated by default. Clear to disable, or use the PRNT screen
to activate or disable “on the fly.”

Envelope Sheet

Choose the size of the envelope on which to print the addresses of the taxpayer,
the IRS Service Center, the state tax department, and the city tax office.

Estimated Payment Coversheet

Select this option for 1040 and 1041 returns with quarterly taxes. An IRS Service
Center must be selected, and this item marked, to activate this option.

Letter Options

Select the result letter templates to be used for each package.

Include privacy letter with returns

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

Include engagement letter with
returns

Select this option to print 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 be produced prior to completion of the return
using Tools > Letters > Letters

Include customized supplemental
letter with returns

Print a customized letter that can be used for various purposes.

Include K1 letter with returns

Print the cover letter for individual K-1s (partnership, S corp, and fiduciary pack-
ages only).

Referral coupons

Enter the number of sheets per return or the coupon amount.
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Setup Options, Optional Items on Return

Option

Description

Date on return

The default is the current date. To change this date, enter the required date on
the PRNT screen. If desired, select to print dates for taxpayer and spouse sig-
natures (excluding 1040).

Print dates for taxpayer and spouse
signatures (excludes 1040)

Select this option to print the signature dates on the return.

Taxpayer phone number

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

Third party designee

Select the third-party designee name to print on the main form of the return.

Rounding amounts

Select Dollar or Penny rounding. Dollar rounding is required for e-filing. Penny
rounding prints penny amounts on all forms.

Interest and Penalty Calculation

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

Setup Options, Billing

Option

Description

Print taxpayer’s SSN on the bill

Select this option to print the taxpayer's SSN on the bill.

Show preparer fees withheld from
bank product

Select this option to print the RAL Application fees withheld from the RAL
amount on the bill.

Print taxpayer’s phone number on
the bill

Select this option to have the taxpayer’s telephone number (from screen 1)
printed on the bill.

Print taxpayer’s e-mail address on
the bill

Select this option to have the taxpayer’s e-mail address (from screen 1) printed
on the bill.

Sales Tax

Enter the sales tax percent to add to client’s bill. Enter a number greater than
one. For example, 4.5 would represent a sales tax rate of 4.5%.

Billing statement format

Select among seven formatting options, including:

- Billing by time (preparing bill based on time spent preparing return multiplied by
preparer's hourly rate as defined in Setup > Preparers )

- Billing by form (preparing bill based on forms necessary to complete return by
price entered in Setup > Pricing ); program prepares a bill summary along with
whatever option is selected here unless the Bill Summary option is cleared at
Setup > Options > Optional Documents  tab.

Header on bill

Select among options for the header to be printed on the bill.

Custom Paragraph

Choose to have a custom paragraph printed on the bill. Select a location, then
write the paragraph in the supplied text box.

Setup Options, States

Option

Description

There are specific options available for some states. Select the state from the drop list and select the options that
apply. Set up each desired state separately.
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NOTE

Many of the EF settings can be adjusted from the EF screen in data entry.

These “on-the-fly” changes do not affect settings in Setup > Options .

Setup Options, EF

Option

Description

Auto-generate Taxpayer(s) PIN (1040
Only)

Taxpayers can choose their own PINs, or the software can assign a randomly
generated PIN.

Require ‘Ready for EF’ indicator on EF
screen

Select this option to require that the Ready for EF indicator on the EF screen
be marked before a return can be selected for e-filing.

Lock client data file after EF accep-
tance

Select this option to lock the client's data file once it has been e-filed. Open-
ing a locked file requires you to acknowledge a warning screen before you
can edit the return. You can also access a locked file at Tools > File Mainte-
nance > Unlock Client Files

Print 9325 when eligible for EF

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

Suppress federal EF

Select this option to prevent e-filing of any return.

Print EF status page

Select this option to have the EF Status page printed whenever a return is
eligible for e-filing.

Alert preparer when bank product is
not included

Select this option to alert the preparer after each calculation that there is not
a bank product entered on the current return.

Activate imperfect return election in
data entry

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

Allow selection for EF from the ‘Calcu-
lations Results’ screen

Allows preparer to send the currently active return directly from the Calcula-
tions Results window to the e-filing queue. (The return is then transmitted
automatically the next time you e-file returns.)

Enable prompting before automatic
transmission of ‘Check Print Records’

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

E-mail 9325 Notice to Taxpayer (auto-
matic from Drake Processing Center)

Have Form 9325, Acknowledgment and General Information for Taxpayers
Who File Returns Electronically, automatically e-mailed to taxpayer when
return is accepted. (E-mail address must be present on screen 1.)

Default ERO

Choose a preparer number, Paid Preparer , or None. Override the choice in
data entry.

Check for email during EF trans-
mit/receive

Select this option to have the program check for e-mail received every time
you transmit returns or pick up acknowledgements.

Combine EF steps (Select, Transmit,
Post Acks)

Select this option to combine all steps of e-filing. Click OK or press Esc on
selected returns to e-file, pick up any new acknowledgements, and process
the acknowledgements in one step.

Transmit return data to Drake for
multi-office Web reports

Select this option to have the Client Status Manager (CSM) data sent auto-
matically to the Multi-Office Manager (MOM) during the EF process.

State EF

Choose to suppress e-filing of all state returns, or select states to suppress
while other state returns remain eligible.

EF Selection Report Options

Customize EF selection reports by specifying which columns (such as
SSN/EIN, client name, refund/balance due, etc.) should be included in the EF
selection report.
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The Select print options for 1040A/EZ (suppressyn-1045 page 2 (NOL), and Form 2210.

Setup > Options, Administrative Options

Option Description

Use Customized Data Entry Menu Click Customize , and then select the package and package type to custom-
ize. Click Load Menu . When the data entry screen is opened, click (uncheck)
items to disable them in the Data Entry Menu . Click Save. The selected
(unchecked) items will not be visible or accessible to any user other than
those with administrative rights.

Customize user-defined data entry Create option lists for the Miscellaneous Codes fields on screen 1 and the
fields Adjustments and Payments fields on the BILL screen.

Use Customized Flagged Fields on all | Select this box, click Flag, and select a package type. When the Data Entry
Returns Menu is opened, click the desired screen and click each field to flag. Click a
field a second time to clear it. Click Esc to save your changes.

Note: This option is available for federal packages only.

Apply current-year Admin flag settings | Flags set globally last year will still be set globally after updating data from

when updating from prior year Last Year Data > Update from 2011 to 2012 .

Print due diligence documents Print due diligence documents generated from the EIC1, EIC2, EIC3, EIC4,
and 5405 screens.

Require applicable due diligence Require that applicable fields on the EIC1, EIC2, EIC3, EIC4, and 5405

screens to be completed screens be completed before the return can be e-filed.

Enable logged in preparer’s Personal | Display the Personal Client Manager on the Drake Home window for the

Client Manager logged-in preparer (check box is marked by default).

Display Update Availability to: Select which preparer groups can view update availability. Selections are

Administrators  (users with administrative rights), All preparers, or No one.
A selection of No one turns off the user naotification feature.

Default Password Select a default password format for PDF documents password protected
using the Drake PDF Printer.

Charge ALL taxpayers the same fees | Click the Program Help link to display important information about fees
(You MUST read the program help charged in certain states. Some preparers are required to select this option.
before choosing this option)

PAY PER RETURN

The Pay Per Return package is available for offizeparing a small number of returns in a
tax year. Pay Per Return setup is necessary onthdse who have a PPR version of the
program installed. Activate returns and purchaghtiathal returns fronSetup > Pay Per
Return. (Restrictions apply.)

DIRECTORIES/PATHS

Directories and Paths determine where the progiaas find stores client data and other files.
If you are installing Drake on a network, compl8&tup > Directories/Paths See the Drake
Software 2011 Manual, found on the Evaluation GiD specific installation instructions for
your network. If you are installing Drake to a stealone computer, you can skip this section.
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PRICING

The Pricing setup information is used to calcutatd generate a client bill during calculation.
Prices can be defined for each form and for eash @n some forms. Set minimum and
maximum charges for a completed return.

To access Pricing, go ®etup > Pricing

You can override Pricing during data entry, either by entering an amount in
NDTE the Fee Override field on screen 1 or by adjusting fee amounts on the BILL
screen.

Bank product costs are established in Setup > Firm .

Pricing on the Fly

To edit or add pricing amounts without enterPricing Setup, edit “on the fly.” From
View/Print mode, right-click a form in the categagd selecEetup > Form Properties
to set pricing. Pricing changes made on the flyngleathe pricing file “globally” (for all
returns).

MACROS

Macros are used in data entry to make the prodaspetitive data entry quicker and easier. A
string of data is set to a combination of keysezhlihot keys.” When you use a hot key, that
pre-set string of data fills the chosen fields cfeate your own macros, go$etup >

Macros.

T”:I To access a list of macros in data entry, press CTRL + SHIFT + M.

LETTERS

Various client letters are available in Drake aad be printed in batches or generated
individual with a tax return. Preparers can modfiyers associated with return preparation
and various tools ibhetters Setup Pre-written letters are available for all packagad
include: schedule, preseason, estimate, covellregtension, amended, after-season,
engagement, EF status, and business results Jgthessreferral coupons and the privacy
policy. The individual results letters are avai&bl English and Spanish.
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NOTE

To edit a letter, go t&etup > Letters TheClient Communications Editor is split into two
parts. The left pane containes two tdbstter Outline andKeywords. Each tab consists of
conditional paragraph categories in an expandadéeformat. The right pane displaying the
selected letter template.

» One comprehensive result letter is available fohgsackage and is printed with all
pertinent return information for most return scémsrThis includes paper filing and
electronic filing information, federal, state, acity result information, and such special
taxes as school district or franchise tax.

» Further customize letters by choosing from theawikeywords and conditional
paragraphs.

* Many editing and formatting features are availaleange alignment, font size, or font.
Cut, copy, or paste.

» Preview letters as you edit from within t8&ient Communications Editor.
» Create your own letterhead and print logo and firffarmation on the top of letters.

Other Features:

» Choose a default letter to print with each retomgverride the default on a per-return
basis.

* Add custom paragraphs to result letters on a parwdasis.

e Carry letters forward each year.

When the letterhead feature is activated, the pegjsefirm information is printed with either
a selected bitmap graphic or the default simplplgia Set the letterhead to be printed on
client bills and client letters. From thetter Editor, click theSetupbutton and choose
Letterhead Setupfrom the drop list.

To print batches of letters, mailing labels, envelopes or post cards, go to
Tools > Letters .

COLORS

Customize the appearance of the Drake program onsaeen. Match the color scheme to
your Windows scheme or select other custom colmrsustomize your color scheme, go to
Setup > Colors

|M|:||:| RTANT Make sure the background color and the text color contrast or the text

disappears.
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PRINTING

When Drake is installed, the program designatesléfi@ult printer in Windows as the default
printer in Drake. It is not necessary to add aridupea printer, even if you add another printer
in Windows. Every printer installed in Windows iscassible from Drake.

Editing Printer Setup

To edit printer settings, go ®etup > Printing > Printer Setup In thePrinter Setup
window, make adjustments as necessary.

Printing Sets and Print Order

The[F6] ‘Sets’ Setuptab allows you to choose which forms are printéith wach return,
the number of each form that gets printed, andtder in which the forms are printed.
Sets can be defined Rrinter Setup, from the forms list in View/Print mode, or by
right-clicking a form and selectingetup > FormProperties. To set ufsetsand the print
order,go toSetup > Printing > Printer Setupand selec6etsandSet Form Order.

Drake Document Manager
To change the location where Drake Document Man@geM) files are saved, or to
integrate your DDM files with Drake’s filing systemo toSetup > Printing > Document

Manager.

For more on the Drake Document Manager, see “Dbad@iment Manager” on page 206.
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Review Questions 1

Answer the questions below. See page 38 for ansavelexplanations.

1. Which option on thé&etup menu would you use to indicate a bank to be usetldnk products?

a) ERO

b) Pricing
c) Firm

d) Preparers

2. Which setup screen(s) must be completed beforanbemj tax preparation and electronic filing?

a) Options

b) Directories/Paths

c) Firm, ERO, andPreparer(s)
d) All Setupmenu screens

3. You hire your first data entry assistant. This pars responsible only for entering tax return data
the software. You would prefer that this persondmany electronic filing. When creating a preparer
login for your new hire, which security settingsydm use?

a) Front Office

b) Custom Security Setup

c) Set Security to Equal Existing Preparer
d) Set Security to Allow no Options

4. You have created a preparer logirSetup > Preparersfor each of your employees. However, when
they log in, they do not have access to any obtfavare’s menus. To correct this, you:

a) Go toSetup > Options > Administrative Optionstab and enable menus.

b) Go toSetup > Preparersand designate security settings for each preparer.
c) Suggest that all preparers log in as “Admin” togane returns.

d) Suggest that they clidRisable Privacyon theHome window.

5. Which of the following is inccorrect regarding t8etup Assistant?

a) To access the Setup Assistant, gbledp > Setup Assistant.

b) You must complete all setup items using the Setsishant before preparing returns.

c) The Setup Assistant indicates the status of eddp #&m using the check, X and ? symbols.
d) The Setup Assistant provides a list of all requimed recommended setup items.

6. The following package(s) can be installed fromEmake CD:

a) Federal
b) States
c) Cities
d) All of the above
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ANSWERS PART 1

1. The correct answer i Firm. Go toSetup > Firm(s)and select your firm. Clickdit Firm . On the
right side of the screen, select the bank usetidok products from th&elect Bankdrop list.

a) is incorrectSetup > EROis used to enter information about the ERO ariddizate the connection
settings used during the electronic filing process.

b) is incorrect. Set pricing for forms and scheduteSetup > Pricing The amounts entered here are
used to compile the client bill.

d) is incorrect. Establish preparer informatiorsietup > Preparer(s) Custom security and access
options are also set here for each preparer.

2. The correct answer i Firm, ERO, andPreparer(s). At least one firm and one preparer must be
entered, and theRO screen is required for electronic filing or usidgpke’s Internet tools.

a) is incorrectOptions setup is not required, although we recommend wexiz each option to see
which settings suit your office environment..
b) is incorrectDirectories/Pathssettings are required only when running Drake oetavork.

d) is incorrect. Not all setup screens are requibeti we do recommend reviewing each setup screen
before tax season.

3. The correct answer Is) Custom Security Setup Using custom security, determine what areasef th
program the preparer can access. Disable the grepaccess to thglectronic Filing menu.

a) is incorrectFront Office security is designed for office personnel that ideed access only to
the Scheduler. This would not be the setting taskdor a preparer who needs to access data entry.

c) is incorrect. ChoosgetSecurity to Equal Existing Preparerwhen you want to copy an existing
preparer’s custom rights to the new preparer. K&éps you from going through tleistom Security
process again.

d) is incorrect. You would not waftet Security to Allow no Options This would block the new hire
out of every menu in the program.

4. The correct answer 1) Go to Setup > Preparers and designate securitgsings for each pre-
parer. All preparers must have security rights defineodu Yhay give them rights specifically, or
assign them to a security group.

a)is incorrect. Use this option to customize Begta Entry menu, used when preparing returns.

c) is incorrect. The “Admin” login is used as the ialitsoftware login and to set up the software.

d) is incorrect. ClickDisable Privacyto display certaitdome window features, like the PCM and
preparer notes.

5. The incorrect statment i You must complete all setup items using the SqitAssistant before
preparing returns. It is not neccessary to complete all setup itenmsguthie Setup Assistant; they can
be accessed at any time from S&tupmenu.

a)is incorrect. Once the Setup Assistant is has beenot to display, you may return to it by goiog t
Help > Setup Assistant
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c) is incorrect. On the Setup Assistant window, séips that are complete are marked with a check,
items that have not been started display with ah &xd those that are not complete have a “?”
symbol.

d) is incorrect. The Setup Assistant lists the reglitems - Firm, Preparer and ERO. It also lists
recommend setup items including Letterhead, St&ipspns, Pricing, DDM, Letters and Printers.

6. The correct statment & All of the above.

All federal, state, and city programs are availaiiigéhe Drake CD. If you install Drake from the
website, you must install your States and Citiesfwithin the Drake Software prograifopls >
Install State Programs..
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Hot Keys

Hot keys allow you to perform specific actions ddycand easily. Knowing when and where to use thesys

can save you valuable time during tax season.

Home Window Hot Keys

Desired Action

Keyboard Keys

Open returns CTrRL+ O
Calculate returns CTRL+C
Print returns CTRL+ P
View returns CTRL +V
Open recent client files 1-9
Open the Quick Estimator CTRL +Q
Open the Client Status Manager CTRL+L
Open the EF Return Selector CTRL + S
Transmit and receive CTRL+T
Open Drake Software Help CTRL + F1
Exit the program Esc

Data Entry Hot Keys

Field Help during data entry

F1 OR SHIFT + ?

Insert today’s date into any date field ALT +D

Calculate a return CTRL+C
View a return CTRL +V
Print a return CTRL + P
Return to data entry from view/print mode CTRL+E
Split MFJ return to MFS return CTRL + S

Open unformatted schedule; Access form 4562 from

Double-click, CTRL + W or right-click > Add

the Depreciation field Worksheet
View preparer notes CTRL +R
Increase Declaration Control Number (DCN) CTRL+ M
Toggle heads-down and standard data entry CTRL+ N
Delete a data entry screen CTRL+D
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Reset the screen CTRL + U
Exit screen without saving changes SHIFT + ESc
Open the Help system CTRL +?
Open the Drake Document Manager F6

Open the Tax Planner F7

Open the Set Client Status menu F8

Go to EF Database F9
Activate the popup calculator F10
E-mail a client data file F11

Exit data entry Esc
View/Open Forms Based Data Entry CTRL + G

Enter the preparer note pad (PAD screen)

CTRL + SHIFT + N

Clear all flags

CTRL + SHIFT + SPACEBAR
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Review Questions 2

Answer the questions below. See pagéotdanswers and explanations.

1. How do | delete a screen in Drake?

A) CTRL +?
B) CTRL+D
c) CTrRL+C
D) CTRL+ N

2. Can | split a joint return into two married filirmgparate returns? How?
a) No
b) Yes, GQrL+ U
c) Yes,GQRL+P
d) Yes,GQRL+ S

3. How can | create a detailed worksheet for a pdeidine item on a return?

a) With your cursor in the data entry field, press F10
b) You cannot.

c) With your cursor in the data entry field, pressRC+ W.
d) With your cursor in the data entry field, presscE

4. How do | save screen information in a return?

A) CTRL+O
B) CTRL + END
Cc) Esc
D) ALT+?
5. Press this hot key to clear all flags on a return:
A) CTRL+ SHIFT+ N
B) CTRL+E

C) CTRL + SHIFT + SPACEBAR
D) ALT+D
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ANSWERS PART 2

1.

The correct answer t8) CTRL + D. This hot key deletes the current screen.

a) is incorrect. €RL + ? is used to open the Help system.
c)is incorrect. GRL + C is used to calculate a return.

d)is incorrect. GRL + N activates the “Heads Down” method of datayefithe Heads Down method
uses field codes that correspond with proformascgsuprepare during an interview. This makes it
possible for a data entry clerk with no tax knovgedo enter basic information into a return.

The correct answer @) Yes, CrRL + S Use this hot key to split an MFJ return into two MFeturns,
allowing you to compare the differences.

a)is incorrect. With Drake Softwar&TRL + S allows you to split the MFJ return.

b) is incorrect. GrL + U is used to reset a data entry screen.

c) is incorrect. Use @RL + P to print a return.

The correct answer & With your cursor in the data entry field on a Drake screen, press @RL +
W. Enter this shortcut in any numeric field to accassinformatted schedule.
a)is incorrect. F10 is used to access the pop-uplzdtr when in a numeric field in data entry.

b) is incorrect. With Drakeyou can use @RL + W in any numeric field to access an unformatted
schedule.

d) is incorrect. Bcis used to save the current screen and exit tD#ta Entry Menu.

The correct answer t§ ESc. This hot key is used to save a data entry saadmreturn to th®ata
Entry Menu.

a)is incorrect. Use @RL + O to open an existing return or create a newrnet

b) is incorrect. Use @RL + END to jump to the last field on the screen.

d)is incorrect. Use AT + ? in any data entry field to view field-specifidormation. $IIFT + ?
functions the same way.

The correct answer &y CTRL + SHIFT + SPACEBAR. This hot key removes all flags, but you can also
remove then one at a time by pressing F4 in tlggéd field or right-clicking the field and seledin
Remove Flag

a) is incorrect. CRL + SHIFT + N is used to open the preparer note pad inetaty.

b) is incorrect. CRL + E returns to data entry from View or Print mode.

d)is incorrect. AT + D inserts the current date in a date field itadmtry.
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Return Preparation

In this section, we review:
* Opening returns
* Navigating fields and forms

» Preparing an individual tax return

NDTE While there are many ways Drake Software simplifies tax preparation, the
software cannot replace a fundamental understanding of tax laws.

OPENING A RETURN

On the menu bar, go file > Open/Create Returns or clickOpen/Createfrom the toolbar. The
Open/Create a New Returrwindow appears. See Figure 11 below. Here, you psaie a new
return or open an existing one.

Figure 11:Open/Create a New Return

Drake 2011 - Open / Create a New Return @

Enter the SSM/EIN or the LAST MAME for the return you want to open/create
If a HAME iz entered, then the clozest match will be dizplayed and the conesponding S5M/EIN
will be entered in the SSMAEIM field automatically.
Sorting by PACKAGE iz available by selecting the PACKAGE TYPE on the right of thiz screen.

1400001901 |
Marie | 551 | O
JOMES, SAMANTHA 500007001 =
BATES, ANDREW 500000001
CUSTOM COLORS PAINTS [N 400001515 1040
FL'YNN, PHINEAS 400000044 1120
ISLEY, JOSEPH & MARY 400001509 s
TATE, GEME % JUDY 400007004 11203
POSEY, WILLIAM & POPFY 400000000 1085
DAVIS, BEMJAMIN & BEVER 400007000 At
GATOR ROOFING 420021120
¢ 530
706

Help 0K Cancel

NDTE Returns are created by entering either a Social Security Number (SSN) or,
in the case of a business return, an Employer Identification Number (EIN).
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To create a new return, cli€kpen/Createfrom the toolbar, or go tBile > Open/Create Returns
and complete the following steps:

1. Type the client SSN or EIN in the top box. TherklDK, or press ETER

2. If the program does not find the SSN or EIN, yoe mrompteOpen/Created to create a new
return. ClickYesto continue or pressNEER See Figure 12 below.

Figure 12:New Return Prompt

Drake 2011 - Open Return £

. 400001901 does not exist.
! % Would you like to create a new return?

3. TheNew Return dialog box varies according to the following opiso(See Figure 13 below):

* SSN Verification — This section is displayed when running a PayARgurn package or
when this option is selected on thata Entry tab undeSetup > Options (PPR clients
cannot disable this selection.) Re-enter the SSEINr

* Return Type — Select the type of return to credtadividual - 1040, C Corp - 1120 S
Corp - 112085 Partnership - 1065 Fiduciary - 1041, Tax Exempt - 99Q or Estate -

706.

* Name Entry — This section is displayed if the Drake Documidainager is integrated
with Drake SoftwareSetup > Printing > Document Managey). Entering the client’s
name creates a client folder in the DDM.

Figure 13:New Return

Drake 2011 - New Return =

Hew Return
Select the Beturn Type and enter the required information below. This information
iz required based on the PPR Status and the SSM Yerification and Document
tManager configurations.

= S5M/EIM Werification:

Werify SSM/EIN; (400001301 First Entry: 40000738070

— Return Type:

" Fiduciary - 1041
 Tax Exempt - 930
S Corp- 11205 7 Estate - 706

" Partnership - 1065

Mame Entry [For Document Manager] - 1040:

First M arne: bl Last Mame:

|J0seph | ]'Ta_l,Jlor

Help ak, Cancel
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4,
5.

Click OK to continue. or pressNEER

The return is opened to screk(Demographicg. Enter the new client's name and address.

Press Bcto save and close screkand go to th®ata Entry Menu for the return.

To open an existing return, choose either of thievidng methods:

NOTE

From theHome window, if it is a recently-opened file (the ladhe are listed), select it from
theRecent Fileslist or pressl through9.

Double-click a Client Name from the Personal Clistanager (PCM). Cliclopen from the
Client Quick View window.

Click theOpen/Createbutton on the top left of the screen and takeadrike following steps:

1. Type the SSN or EIN in the top field with no dashssaces, or other characters.
(Numbers only.) CliclOK or press ETER

2. Select the desired return from those returns digplén the lower box. Use the filters to
the right to narrow your search to return types.

3. Clear the top field and clic®K or press ETER Scroll through the resulting list to select
a return. Click the headers to sort by name or SSN.

4. Type an individual’'s name or company name in tlxé bex and pressNEER

TEST RETURNS

Test returns are located in the software and cbosisrious forms and schedules. View these
returns to see how different return scenarios egpgred in Drake. Test returns are identified

by SSNs that begin with 400-00 and end with 00@dubh 0010. Use these returns to practice
electronic filing.

To open a test return, click ti@pen/Createbutton, type a test SSN on tBpen/Create a
New Return screen, and press\EER Once the return is opened, it appears in yourmeist.

Before accessing the test returns in the program, go to Tools > Repair
Index Files. Select Repair All , then choose Scan Current Files and click
OK.
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DATA ENTRY

Working within a return is known as “data entryfid screens, in almost every instance, resemble
the corresponding tax form.

The following sections are specific to data entayigation and features.

DATA ENTRY MENU

Newly-created returns open to scrdefpemographicg. Close screeth and you are taken to
theData Entry Menu.

Existing returns open to thgata Entry Menu.

To access a form for data entry, click the formcdgsion or type the screen code into the
selector field at the bottom of tiata Entry Menu. See Figure 14 below.

Figure 14:Data Entry Menu

Drake 2011 | Data Entry (400001901 - Taylor, Joseph)| Taxpayer Name & SSN || =]
- rem) = B 2. e =
i X = 3 & —| L= i = & L
Calculate Wiew Frint Split Doc Mar Tax Flanner  Import C5M Email Help

Toolbar

| General ]Income ] Adjustmentsi Credits] Credits 1 Taxes ] OtherForms] r-.lls-:ellanecuS] States":hmenu s

1 Name andAddress A ltemized Deductions Schedule
2 Dependents STAX  Sales Tax Worksheet
3 Income 2106 Employee Business Expense
4 Adjustments Earned Income Credit
5 Payments 8867 EIC-Paid Preparers Checklist
ES Estimated Taxes EIC1  EIC Due Diligence - Qualifying Child
2441  Child Care Credit EICZ EIC Due Diligence - Income
- EIC3 EIC Due Diligence - Head of Household

w2 Wages EIC4 EIC Due Diligence - Additional Notes
W2G  Gambling Income
1099 1099-R Retirement Electronic Filing and Banking
DIV 1099-DIV Dividend Income ECOL e-Collect ERC Information
INT 1098-INT Interest Income USE  Consentto Use of Tax Return Info
989G 1099-G Government Payments DISC  Consentto Disclosure of Tax Return Info
agm 1099-MISC Miscellaneous Income oD Direct DepositfForm 8888
RRE RRB 1099-R Railroad Retirement PMT  Electronic Funds Withdrawal
554 1099-55A Social Security PIM 8E879/3878 e-file Signature

EE EF Selections Menu ltems
BILL  Client Bill Adjustments (Screens)
FAQ Frequently Asked Questions MOTE Motes about the return

PAD Preparer Notepad |

| Selector Field
| Enter Screen, State, or City Code: J|
Status Bar
|F|etum Statuz: Mew Client (Return Type: Individual T ax Retum Current Package: Federal
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Toolbar

Drake Software offers several data entry shortthigscan help make return preparation
quicker and easier. See Figure 15 below.

Figure 15:Data entry speed buttons

= ~ e : & = &
= | =2 5% . =2 Db %2 2 0 {l
Calculate Wi Frint Split Doc Mgr Taw Flanner  Import CSM Email Help Enit
Calculate calculates the return Import imports Sch D and W-2 data into Drake
View opens the return in View mode CSM opens the Client Status Manager status
selection list
Print opens Print mode for the return Email opens Drake E-mail with the client file
attached

Select the Split droplist to split a MFJ return into two |Help opens the Drake Help System
MFS returns

Doc Mgr opens the Drake Document Manager Exit exits the return
Tax Planner opens the Tax Planner

Tabs

The forms and worksheets available for data emgydavided into categories and listed
under different “tabs.” Categories vary dependindhe tax package. Click a tab to access
its categories. To select a tab using your keyhasse BB, the arrow keys, AGE UpP, or
PAGE DOWN.

Form Codes and Selector Field
Form codes are listed to the left of each screemenan theData Entry Menu. The
selectorfield at the bottom displays a blinking cursor.a@cess a screen using your

keyboard, type its form code in the seledield and press ETER.

Figure 16:Selector Field

BILL  Client Bill Adjustments Enter the form code
Frequently Asked Questions | in the Saelector Field
and press ENTER.

Enter Screen, Siate, or City Code; El

Status Bar

The status bar displays tReturn Status(see “Client Status Manager” on page 169), the
Return Type, and theCurrent Package
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WORKING IN A TAX RETURN

The data entry process varies little from packageaickage. The following section covers
navigation and data entry features.

Add, Modify, and Delete Data
Tax returns are prepared in Drake by entering pemtiinformation on specific data entry
screens. Entries are used to calculate the fedprdastate tax return forms. To open a data

entry screen, use one of the following methods:

» Keyboard— From any tab, type the form code in the selefitbd and press ETER.
« Mouse— Select a tab and click the screen name.

Save and Exit Data Entry Screens

Press Bcto exit a screen. Information on that screenvedaPress & on theHome
window, click theExit button from the Toolbar, or click th€in the top right corner
of the screen to exit the Drake program.

Reset

Press GRL + U to reset a data entry screen to the statastiwwhen you opened it.

Exit Without Saving

Press 8IFT + Escto exit the screen without saving. This resetsstireen and returns
you to theData Entry Menu.

Delete a Screen
To delete a screen, use one of the following method

* Press GrRL + D from within the screen. At the prompt, cligks
» Right-click within the screen (but not within alfi® and selecDelete Screen

» Multiple occurrences of a screen (for examplepifi jhave entered two W-2s) are
displayed in arExisting Forms List. See “Existing Forms List” on page 52.
Select the appropriate screens to open and delete.

If a data entry screen has data, the screen name appears as colored text

NDTE on the Data Entry Menu . Removing all data from the screen does not
delete the screen. If a screen name is colored but contains no data, it must
be deleted to prevent electronic filing errors.
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Navigating Data Entry Fields

A blinking cursor indicates the active field. Cliiiside a field to activate it. The various
methods of navigating fields include the following:

Desired Action

Keyboard Keys

Move cursor forward one field

TAB, ENTER, or Down Arrow

Move cursor back one field

SHIFT + TAB Or SHIFT + ENTER, OR CTRL + UP ARROW

Delete character behind the cursor BACKSPACE
Delete character in front of the cursor DELETE
Move to last field on the screen CTRL + END
Move to first field on the screen CTRL + HOME
Bring up additional data entry screens PAGE DOwWN
(W2, 1099, schedules, etc.)

Return to previous screen Esc

Go to first position in a data entry field HomE

Go to last position in a data entry field END

Navigate through data entry field

LEFT ARROW, RIGHT ARROW, or CTRL + LEFT ARROW or
CTRL + RIGHT ARROW

Access View mode CTRL +V
Access Print mode CTRL+ P
Access data entry from View/Print mode CTRL + E
Open a worksheet for the current form CTRL + W
Delete a form or schedule CTRL + D

Access States and Cities In Data Entry

Drake automatically prepares states forms baseathtasnentered. In data entry, click the
Statestab to view a list of states with individual tasograms. If you need to add or alter
state information, click a state from the list tder the data entry menu for that state. Press
Escto return to théstateslist. You can also enter the two-letter state codde selector
field to display state and city screen menus. T@ss another state, enter another state
code or go to th&tatestab and click the selected state. It is not nergs® return to the
main federal forms screen of tBata Entry Menu to enter a new state code.

For states with city tax, the city forms for thtdte are listed on th@ity tab of that state’s
Data Entry Menu. Click the form to open the data entry screen oe tyye corresponding
code into the selector field.
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Grid Data Entry

This feature allows faster data entry and is albglfor theDependentsscreen (screed),
Interest Income (INT screen)Dividend Income (DIV), andDepreciation Detail
(4562. Only the most commonly-used fields are displaiyegrid data entry. See
Figure 17 below.

Figure 17:Grid Data Entry

Drake 2011 - Grid Entry (400001901 - Taylor, Joseph B Michelle - 400001902) Soesn Help '.:. | = S}Z'

First Mame il

Last Mame Suffix S5M Relationship Months | Date of bith | Childcare Paid
Olivia |

|

1 ! 400000123 | DAUGHTER 07.01-2001 |
2| Andrew ! 400000234 | SON 03201992 |
3| Anne ' ! __ | DAUGHTER
4 | |

4750

Help Item Detail | Delete Row(s] ‘ Save ‘ Cancel ‘

Row: 1of 4

To turn grid data entry on or off, from thk®me window, go toSetup > Options > Data
Entry tab and clickJse grid data entry format for available screensOnce in data
entry, press F3 to move back and forth from fulesa to the grid data entry screen. You
do not have to activate grid data entnSietup > Optionsto use the F3 feature.

Page Down for Additional Forms

Press RGE DOwN to open an additional (blank) data entry scre@chBime a new screen
is produced, the record number is indicated orstatus bar.

Use RGE DowN in the following circumstances:

» To open another form or schedule. For instangmufhave completed oMg2 screen
and need to create a second one, prasg BOwN.

» To move to the next data entry screen. For exanmégad of returning to tHeata
Entry Menu to move from screehto screer®, press RGE DOWN.

N The properties of the PAGE DowN feature vary depending upon which
DTE screen is open. If PAGE DOWN moves to the next data entry screen but you
need a duplicate blank screen, press CTRL + PAGE DOWN.

Existing Forms List

If there are multiple occurrences of a form in daxt#ry, the number of forms entered
appears in parentheses next to the screen nanne Data Entry Menu. If, for instance,
three W-2s are entered(3) appears besid&/2 - Wageson theData Entry Screen
When theW2 screen is accessed, Bxisting Forms List - W2: Wagesappears. See
Figure 18 on page 53.
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Figure 18:Existing Forms List: Wages

Existing Forms List - W2: Wages el =
i ] T5 1 Ermplaver Marne J Wages, Ti... 1 Federal T... ] Advance .. | Dep Care ..
1 5 Agheville Elementary 29039 478
2 5 Blue Mountain sed Bookstare 18237 2164

I SSSSesssss——— S —

To open a screen from the list, double-click a romselect a row and clidRpen. To

open a new, blank screetouble-clickNew Recordor selecNew Recordand click
Open.

Screen Links and Tabs

Many data entry screens have “hot links.” Thesksliallow you to access a related screen
without returning to th®ata Entry menu. Simply click a link to move from the current
screen to the related screen. For example, youaoesss a state related screen from the
federal data entry screen by clicking the state IBee Figure 19 below.

Figure 19:Screen Links

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) Linksto | Soeen Help| L LB
5 States [~ State Information
Dependent Information *Use <F3=to switch to grid mode* s AR LA NY-EIC NY-272 PA

Dependent Lastname | Linkstorelatedf Months Date of
first name ML lifferent) —— SSH Relationship in home birth
|Rane [ oy |400-n0-0345  |DaveETER = =] |og-12-2007

Childcare Expense Information | Form 2441

Qualifying childcare expenses incurred and paid in 2011

Age determined by Age: 4

4750 i
i date of birth as of 12/31/2011

Portion of qualifying expenses provided by employer..............

Some data entry screens, such akthecreen, contain “tabs.” Tabs are the only way to

access related screens and directly associataftireniation on each related screen. See
Figure 20 below.

Figure 20:Screen Tabs

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) Soeen
[1065K1 112 [ 1085K113-20 | Basis Worksheet | Basis Worksheet continued | B193AtRisk | 5198 At Risk continued
Schedule K-1 for 1065 \_ sta

Tabs on K1 Screen Hi
TS o S S I | Passive Activity No........... _ N
Partnership ID number........... r
Partnershipname...........cco.o... 1

Field Flags

Use field flags to set certain fields apart foriesw Flagged fields require verification

before the return can be filed. You can “flag” figlas you go or set flags globally for all
new returns.
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To flag fields as you go, press F2 in a field ghticlick the field and chooddag for
Review The field is displayed with a shaded backgrouwtedqult is green). See Figure 21
below.

Figure 21:Flagged Field

Part Il - Expenses

8 Advertising............coooceiiiin J

9 Carand truck expense AUTH-
10 Commizsions and fees !

- Contractlabor oo oo

Once you have verified the field, clear the flagchigking the field and pressing F4, or
right-clicking the field and selectinrgemove Flag A return with unverified fields
generates an UNVER message page when the retcaiftidated. Clear all flags to
remove the message.

T”] To clear all return flags at once, press CTRL + SHIFT + SPACEBAR from the
Data Entry Menu of a return.

Flagging Fields For All Returns (Globally)

» Flagged fields can be selected globally. Only tiVAN login can access the
global flagging feature &etup > Options > Administrative Optionstab.
Global flags can be one of two types: $oreensor for newreturns.

» Flag a field for a screer- Each time a new screen with a global flag is ter@én
data entry, the flag is present. An unverified flmgduces an EF message page
only if the screen exists for the return.

» Flag a field for new returns — When a field is fimgl for all new returns, an
unverified flag produces an EF message page whethest the screen has been
opened for the return.

Magnifying Fields
Data entry fields can be magnified for easier vigwiWhen this feature is activated, the

active field in data entry is displayed with latga&t in a yellow background. See
Figure 22.
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Figure 22:Magnified Field

Gifts to Charity

16 Total gifts by cash or check
ain b T T ol L
o B T S e R el

T”] Activate or disable the Magnify Field feature from Setup > Options . Under
the Data Entry tab, select (or clear) Magnify data entry , then click OK.

Overrides and Adjustments
Override fields and adjustment fields can be fotlmidughout data entry.

* Override fields — Data entry fields that allow overrides are prexkty an equal
sign (=) and appear in red by default. Data entareldese fields replaces, or
overrides, program calculations.

* Adjustment fields — Data entry fields that allow adjustments are pded by a plus
and a minus sign (+/-) and appear in blue (defaDk}a entered in these fields adjust
program calculations by the amount entered. Entmrgative number to subtract an
amount. See Figure 23 below.

Figure 23:0verride and Adjustment Fields

Adjustment

o
—

Overnde

N Formatting options for these fields are available in Setup > Options . On the
DTE Data Entry tab, select from the list under Override field indicators and
Adjustment field indicators

ZIP Code Database

For quicker data entry on screens requiring ZIRespénter the ZIP code before entering
city or state information. City and state fieldsamatically fill from the system database.
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EIN Database

Each time an EIN is entered from forms W-2, W-2@9-R, 2441, 8283, or 1099-G, the
number and the corresponding business name andsadaire stored in the EIN database.

An EIN stored in the database helps you entermata quickly. The next time the EIN is
entered on &2, 1099 or2441screen, the business name and address autonyaticall
appear in the appropriate fields.

Auto-Complete Database

Throughout data entry, bank name and financiaitir&in fields automatically fill once
they've been entered. For example, eRferst Bank in theName of Payerfield on
theDIV screen and the next time that bank name mustteeeehin that field, typing
fills the entire bank name from the Auto-Complet¢athase. ThRame of Payerfields on
theDIV andINT screens and tHéame of financial institution fields on theBANK , DD,
andPMT screens activate this feature.

Add, edit, or remove auto-complete entries or cleahg order of your auto-complete list.
To designate priority entries, right-click a figltht uses the auto-complete feature and
selectEdit Auto-Complete Data.

Search Field

To search the list of valid entries for tResident City andSchool Dist code fields on
screerl and theBusiness Coddield on schedul€, use the data entry search function.

To access the search feature in a field, pregs @ SHIFT + S to operData Entry
-Search

Commonly Used Codes

Throughout return data entry, codEs, F, ST,andC are used to indicate whether the data
is applicable to the taxpayer or spouse, or toriddstate, or city returns.

e TS (or TSJ)— SelectT if a data entry screen applies to the primary &soep,S if it
applies to the spouse, dif it belongs to each spouse equally. (Defaulk.js

* F —Indicates whether the data should be used in edloglthe federal return. Data
is notcarried to the federal return if a zero is enténeithis box.

» ST— The two-digit state code indicates whether thte dhould be used on a specific
state return. The items are included on the state if the software is preparing that
state return. If this field is left blank, the seéire uses the resident state by default.
The datds notcarried toany state or city if a zero is entered in this box.

» City — The code entered indicates the source of the inanmaty returns.
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Figure 24:Form Codes

Schedule C - Profit or Loss from Business
s T =l el st =1 ciw o] pasive Ketivite o, |

A Pridi e Taxpayer

C Bu 3 Belongs to the 3pouse of the Primary Tawpayer
4 Eelongs to each spouse egqually

E Stresramaress.

MFJ to MFS Split
TheMFJ to MFS function splits a joint return into two separagéurns.

Before splitting a return, use tli& or TSJ fields to identify each item (such as W-2s) as
applying to the taxpayer or the spouse. Also, todaither the standard or itemized
deduction, select the applicable field ®chedule A - Itemized Deductions

To split a return, complete the following steps:

1. Press @RL + S or click the arrow next to tt8plit button while in the joint return to
select a filing status based on the living arrangreisiof the couple. The software
calculates the split and displays a calculationreany of the three returns. See
“Calculating the Return” on page 91 for more infotioa on reading calculation
results.

2. Press ETERtO close eackalculation Resultsscreen and open tiReturn Selector
Three return results are displayed: the joint reand two separate returns. Details for
each return are listed. See Figure 25 on page 58.

3. Select returns to print, view, or save. Click tipplecable button at the bottom of the
window.
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Figure 25:Return Selector
Drake 2011 - Return Selector

Return 5elector

Fress the SPACEBAR or click checkboxes to select returns for viewing.
Sorting iz available by clicking the desired column header.

SSH/EIN | Date/Time | Name | Fed Hefund| State| Hefund| T_I,Jpe| Status|
jmnumsaz 03161324021 TAYLOR., MIEHELLE [spm HETUHN] EECRT 2303 PER Mg
400001901 034161340:22  TAYLOR, JOSEPH & M 352 NC 2666 PER

Married Filing Joint will generate a tentative tax savings of
$2.022

Click 'print’ or press the P key to print thiz screen
Click 'save’ or press the 'S key to save the MFS retuns

= Select returns first, then click 'save’ and view' =

Help MFJMFS report Print Save Select all UnSelect al (=0 Exit

NDTE Do not save all three returns if the joint return will be filed rather than the
separate returns. The separate returns can be viewed without being saved.

4. Click Exit.

If the split has been saved, the MFJ and both MfE&ms can be opened for additional
data entry. When you open the return, select dorete open at the prompt. To access the
taxpayer’'s MFS return, enter the SSN and chooseylitfile. To access the spouse’s
MFS return, enter the spouse’s SSN.

Detail Worksheet

A detail worksheet is available in every numerfield in data entry. Worksheets allow up
to 30 lines of descriptions and amounts. When tbekgheet is saved, the amounts entered
are totaled in the data entry field. Detail workestiseare not electronically filed with a
return, but the descriptions are updated with ¢tern into the next year.

To use a worksheet, complete the following steps:

1. Press GRL + W or double-click a numeric field to opeatail Worksheetfor the
field. See Figure 26 on page 59.
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Figure 26:Detail Worksheet

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) = =]
Detail Worksheet
Sort Options: F1 - Description Ascending F2 - Description Descending
F3 - Amount Ascending F4 - Amount Descending
Title |E||:h=:.lu1= %, Line 1€ — Ca=h Contributions
Description Amount

o

|2=hevillc Food Bank

|Tnited ®may

|

|Puncosbe County Humane Society | 100
|
|

2. Drake automatically prints a title in most instasititheTitle field is left blank, Enter
a worksheet title.

3. Enter aDescription andAmount for each item.
4. Press Ecto save and close the worksheet and total the atsou

* Open an existing worksheet— Activate a shaded (worksheet-present) field and
press GRL + W or double-click the field.

e Sort items in a worksheet— Click inside the column to sort. Follow tB®rt
Options instructions at the top of thH2etail Worksheet screen.

» Delete a worksheet— Open the worksheet and presRC+ D. Click Yesto
confirm.

The data entry field is shaded to indicate a waekslis present. See Figure 27 below.

Figure 27:Field with worksheet

State Information

[ Force itemized A red field
g HI 1A KY ND PA Wi
[~ Force standard indicates a Elal gt L (B i
worksheet | MY -214 NY-248 VA VT

Gifts to Charity \ :
775

16 Total gifts by cashorcheck .
3056 imitation....oon
Charitable miles

When the return is printed, the worksheet appea¥éew or Print mode as OVERFLOW.
See Figure 28 on page 60. See “Viewing and PrintiegReturn” on page 93 for more on
View/Print mode.
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Figure 28:0Overflow Worksheet

All Forms | Sets | EF
=% Miscelaneous

.. [OVERFLOW |

. ESFG
ES_SUM1

_ FILEINST

. LETTER
PRIVALCY

. BILL

. SUMMARY

| COMPARE

Macros

Macros can make data entry quicker and easieniegtequently-used data entry items
with just a few keystrokes.To use a macro, plaeectirsor in the appropriate field and
press the shortcut key combination that identiffesmacro.

Press GRL + HIFT + M in a data entry field to view a list of availabl@onos.Create your
own Macros inSetup > Macrosfrom theHome window.

Heads-Down Data Entry
Heads-down data entry is an efficient method oh @atry when working from a proforma

interview sheet. See “Producing Letters” on pagefby nore on proformas. To activate
Heads-Down data entry, pressrRC + N while in a data-entry screen. See Figure 29

below.
Figure 29:Heads Down data entry
Drake 2011 - Dsta Entry (400001901 - Taylor, Joseph & Michelle - 400001302) Soreen Help| | e '-E—I il -EEZ
Form 1040 - Income State Information
fl st 8 - ey H | =
Description Taxpayer Spouse
T Taxable scholarships not reported on W-2 .ot s T ﬂ]
7 Other income reported on line 7 (NOT W-2 Wages). ..., T ﬂl
@ Householdincomef™ Prisonerincome  Foreign Emplover Compensation

Ba Interestincome (NO Schedule Brequiredy INT 8a
8b Tax-exempt| Drake2011 - Data Entry - Heads Down Mode @& b HI
9  Dividend in To begin, enter desired fisld number and press enter, |- Dl g
10 Taxable refu

State taxes Form 99G 10 17|

Local taxes 10 H [13]]
" LT |
15a 15a B 2 |
15b Taxable portion of IRA distributions above..... w_ Early distribution, calculate penalty 15b
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Right-Click Menus

To access several useful functions in data engfyt-click the screen, or right-click
within a field to view a right-click menu.

Calculator

A calculator is available in every numeric fielddata entry. To access the calculator,
press F10 from within the field. Press F1 to infieetcalculated results into the data entry
field. When the calculator is active, the NUM-LOGEKatus is activated and cannot be
disabled. NUM-LOCK is disabled when the calculasoclosed.

Imports

Importing features are accessed from the data ¢odtipar.
Schedule D Import

Import capital gain and loss transactions into Brag&ing theschedule D Import
tool. Import transaction information from Excel 2003 or later, TAB (tab
delimited), or CSV (comma delimited) files. For tti@a to import correctly, the
worksheet must contain specific columns of inforioratDetails about the required
spreadsheet format are available fromScbedule D Importwindow.

NDTE Automate the process even further with a GruntWades import. For
details, see “GruntWorx” on page 214.
W-2 Import
If your client is an employee of a company thatsuBalx W-2 eXpress, that client’s
W-2 can be downloaded directly into Drake. Seelitake Support site,

Support.Drakesoftware.cqrfor information on purchasing W-2 downloads aodd
list of companies that supply employee W-2s usiig service.

DATA ENTRY RESOURCES

Answers to most data entry questions are just ekimnstrokes away. To access help in data

entry:
» For field specific help, press F1 oniBT + ? or right-click in any data entry field ando#li
View Help.

» Click one of the variouScreen Helpbuttons on the screen title bar for help within a
particular screen.
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Field Help (F1)

Field help provides specifies- such as explanations and lists of accepted sntrebout
each field in data entry. To access field helpcgldne cursor in the field and press F1 or
right-click the field and seledatiew Help. TheData Entry - Help opens. See Figure 30
on page 62.

Figure 30:Field Help
Drake Software - Data Entry - Help = =

7. Taxable Scholarships [5CH) {direct entry)

Enter any taxable scholarship the taxpayer receiwved that is not
reported on a2 Form W-2. The literal (abbreviation) "SCH™ appeara
on line 7 to indicate that a scholarship amount has been entered.

Screen Help

Various screens in data entry offer screen-levkd Wth detailed explanations of the
screen and associated form. To open Screen Halp,Sdreen Helplocated at the top
right of the screen. See Figure 31 below.

NDTE Screen help is available only for screens with Screen Help buttons.

Figure 31:Screen Help

 Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) == ECE
Form 1040 - Income / - State Information
F I— 5% ]—_'_I CITY I—__] =
Description Taxpayer Spouse
7  Taxable scholarships not reported 0n W2, .. et st esentene 7 1 J
7 Other income reported on line 7 {NOT W-2 Wages ). v e T ] ]
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The TaxBook WebLibrary Form/Line Finder

Click Screen Helpto access to the TaxBook WebLibrary Form/Line Em¢An

Internet connection is required.) Enter a line namib thelnput Line # field and
click Go to access line-specific instructions from the Tasl8s online tax return
guides. Line numbers for fields are indicated itadmtry. See Figure 32 below.

Figure 32:The TaxBook WebLibrary Form/Line Finder

Drake Software - Data Entry - Help - Form 1040, Income

Tax Research - Form/Line Finder; -
Farm: 1040

Form 1040 Inzstructions

Input Line #: [ Go

oK

Figure 33: The TaxBook WebLibrary

| Search TheTaxBook

Home

Shortcut to TheTaxBook Tabs

TheTaxBook Index # |A|B|C/|DE F G H I

B (K[| (M) NGO P QRS T U M W R (Y] |2

Bookmark Page 3-4

[ [t

(k| O §]

B3

Form 1040 U.S. Individual Income Tax Return 2011  tine-by-tine instructions

S ® [10% - &) Colabarate~ A Sgn~  =f | ] | [Fine -

Cross References

20 | Social Security benefits. Social Security benefits are
reported to the taxpayer on Form SSA-1099. Social Security
Equivalent Tier 1 Railroad Retirement Benefits are reported
to the taxpayer on Form RRE-1099. Report amounts from both
forms on line 20a. Railroad retirees report Tier 2 Railroad
Retirement Benefits from Form RRB-1099-R on line 16

Use amounts from box 5, Form SSA-1099 and RRB-1099, to
calculate taxable Social Security benefits. Use the Social
Security Benefits Worksheet, page 16-3.

Enter total benefits on line 20a and the taxable am}:um, if
any, on line 20b

If the taxpayer is Married Rling Separately and lived apart
from his or her spouse for all of 2011, enter "D" to the right of
the word benefits on line 20a.

Repayments. All repayments made in 2011 are subtracted
from gross benefits before the net amount is reported in

box 5, Forms $SA-1099 and RRB-1099. It does not matier
whetherthe repayment was for a benefit received in 2011 or
in an earlier year. If total benefits repaid from box 4 are more
than gross benefits from box 3, the net benefits in box 5 will

NOTE

IRA deduction. If a taxpayer or spouse is an active partici-
pant in an employer plan and makes an IRA contribution in
the same year as receiving Social Security benefits, see
Social Security recipients, page 13-12, for special rules.

Lump-sum payments for prior years. Benefits reportedin

box 5 can include amounts paid for prior years. A footnote on
Form S5A-1039 will list any amount included in 2011 paid for
a prioryear.

Taxable benefits for 2011 can be calculated in two ways. Use
the one that produces lower taxable benefits.

» Use the regular method as if all benefits were for 2011

» Use the Lump-Sum Election Methad:

1) Recalculate 2011 taxable benefits without the lump-sum
payments.

2) Recalculate taxable benefits for each prior year by
adding the lump-sum payment designated for that year
to the return.

3) Subtract any taxable benefits reported on the prior year
return before recalculztion. The result is the taxable
part of the lump-sum payment for that year.

41 Add 2011 taxahle henafitz frnm Sten 1 tn all nrine vear

from the Home window toolbar. See Figure 33.

* Social Security
recipients, page 13-12

* Raifroad Retirement,
page 13-20

* Social Security
Benefits Worksheet,
page 18-3

* IRS Pub. 815

To access the complete TaxBook WebLibrary resource, click Research

¥

m
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PREPARING THE 1040 EVALUATION RETURN

The following sections provide step-by-step instiarts for creating a basic individual return.

As you read this section, create a return and wuough various data entry screens to become
comfortable with Drake Softwar@o view a completed version of the evaluation mretopen
return 400001900.

1.
2.

On the menu bar, seleétle > Open/Create Returnsor click theOpen/Createspeed button.

In theOpen/Create A New Returndialog box, type the following SSN (without dashies
the blank field400001901. Click OK.

A message prompts you to create a new return. @eek

Next, select the type of return to create. (If yativated thé/erify SSN/EIN option in

Setup > Options reenter the SSN.) Our sample is an IndividualrretSince this is the
default return, type the nand@seph Tayl or in the corresponding fields and then press
ENTER or click OK.

NAME AND ADDRESS SCREEN

Each time you create a new client, the return enepl to screeh — theName and Address
(or Demographics)— screen. See Figure 34 on page 66. The informatiavided on this
screen flows to each of the forms for this client.

Our Evaluation Guiddaxpayers are Joseph and Michelle Taylor from Aitlee NC:

e They are filing a joint return

» They have three children, Andrew, Olivia, and Anne

* Michelle receives a salary from one teaching joth ame bookstore job
» Joseph is the sole proprietor of a pizza parlor
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Enter the following data in the fields:

Fields Taxpayer (TP) Data Spouse Data
Filing Status 2
SSN* 400-00-1901 400-00-1902
First Name Joseph Michelle
Last Name Taylor Taylor
Date of Birth* 08-25-1968 05-28-1969
Occupation Restaurant Owner Teacher

Daytime Phone*

828-555-1230

Evening Phone*

828-555-0325

Address

354 Laurel Mountain Rd

ZIP Code

28801

Resident state

NC

* Enter numbers with no formatting (dashes, dots, or spaces) and the program automatically
formats the information for SSN, EIN, Date, Phone, and Zip fields. These formats are for viewing
purposes only and can be turned off in the Data Entry tab under Setup > Options .

* Press F1in the Filing Status field to view a list of valid entries.
NDTE e Pressing F1 (or SHIFT + ?) in a completed Social Security Number field
produces the state from which the SSN was issued.
e If you leave the spouse Last Name , Address , and Phone Number fields
blank, Drake uses the primary taxpayer’s information.
» Drake includes an integrated ZIP Code database. To make data entry
quicker and easier on screens 1, W2, W2G, 1099, 1099G, or Schedule C,
enter the ZIP code before entering data in the City and State fields. Typing
the ZIP code fills the City, State, County, and Resident State fields

automatically.
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Figure 34:Name and Address screen, Demographics

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) Sarmen Help|
DEMOGRAPHICS
Taxpayer Spouse
Filing Status............... 2 x| Warried Filing Jointhy
M Ieun—un—isul SEN [s00-00-1502
First name.. . |7omeph Ml.... i" First name... Jichells ... [ ]
Last name.. ; !T“'l“ Suffix.. I Last name... Suffix. I
Date of birth............. 0B-25-13€8 Age: 43 (as of 12/3172011) Date of birth................ 05-2B-15€5 Age: 42 (as of 12/31/2011)
Date of death........... Date of death............
Occupation........cce.... Restaurant Cwnez Cccupation..........oc..... Teachez
Phone Number  Extension Phone Number Extension
Db ....c.ciooeons B28-555-1220 ! 55 I
EVERIRG -t | B28-355-0325 I EVEiRg: s | I
el Cell.ociiiccs
Best time to call. Print on return. =i :'] Best time to call. Print on return............ = =]
E-mailtext mag... E-mailitext mag.. .
[~ Dependent [~ Fulktime [~ Presidential [~ Blind I~ Dependent [~ Ful-time [ Presidential I Biind
of another student campaign of another student campaign
— Mailing Address
In care of....... L l
I {354 Lauzel Mounsain R4 Apt#. |
& TR . fashesiiie Rezident state....... S x
U.5. Address Only: State. o W - PP IZEBEI:[ Resident city.......... -
Stateside miitary address T Combat Zone GO, ..o if‘“““"‘b'
Foreon Adtiess Ol o, | School dist........ | 5|
Postal Code.......... |
Country...ooooereennes :'
— Return Options 2210 Optionz
Fed 5T
Fire. s -z S o I N |
Preparer#............. =2 Overpayment code..... =!__E =f_;] 2210 Code.
Dataentry & ... —d Invoice number...................c 2010 Fed tax............ R
RO #:iiiaiisuiig = =1 Fee override i = 2010 State tax......... it
|Record 1 of 1 | |Press F1 or Right-Click for Help [[Screen Help) 4
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Press Ecto save data on scregrand go to th®ata Entry Menu. Notice theName and
Addressselection is highlighted blue on tBata Entry Menu, indicating that data has been
entered on this screen.

Drake 2011 - Data Entry (400001901 - Taylor, Joseph)

e « o &7 =
Eiss e 7l - L=
Calculate Wiew Frint Split Doc Mar T

General 1Inc0me] Adjustments | Credits] Credits | Taxes | Oth

E Name and Address |
2 Dependenis
3 Income
4 Adjustments
[= Daurmante
N If a screen is highlighted but contains no data, it must be deleted or it can
DTE cause electronic filing errors. Open the screen and press CTRL + D to

delete it.

DEPENDENT INFORMATION

Joseph and Michelle have three dependents. Tosatteeslependent screen, tya the
selector field to open tHeependent Information screen. By default, this screen opens to grid
data entry. If you prefer the full screen mode sprE3 to toggle between the complete data
entry screen and grid data entry. $égure 35.

Grid data entry allows easier and faster data entry. It is available for the

NDTE Dependent Information (screen 2), dividend (DIV), interest (INT), and
4562 data entry screens. To activate grid data entry, go to Setup >
Options > Data Entry tab. Select Use grid data entry format for
applicable screens to make grid data entry the default when it is available,
including: Dependent, DIV and INT, and 4562. In the return, press TAB or
ENTER to move through the fields and press ENTER to create additional
entries. Press F3 to toggle between the complete data entry screen and
grid data entry.

Figure 35:Grid Data Entry for screen 2, Dependent Information

Drake 2011 - Grid Entry (400001901 - Taylor, Joseph & Michelle - 400001302) e = e |
First Name il Last Mame Suffix S5M Relationship Months | Date of bith | Childcare Paid
1 Olivia 40000123 | DAUGHTER 07-01-2001
2| Andrew _ 400-00-0234  [SON 03-20-1932 |
3[Anne ! 400-00-0345 | DAUGHTER 3122007 | 4750|
4 | | | |
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Enter dependents’ information from the followin@l& After entering information on both
children, press F3 to exit grid data entry and dperdetailed data entry screen. Enter the
American Opportunity Credit Expenses

Fields First Dependent Second Dependent| Third Dependent
First Name Olivia Andrew Anne
SSN 400-00-0123 400-00-0234 400-00-0345
Relationship Daughter Son Daughter
Months in Home 12 12 12
Date of Birth 07-29-2001 03-20-1992 09-12-2007
Qualifying Child Care *4750
Expense
Education Expenses 5450 (first year)
If Over 18 and a X
Student
* Child care expenses must also be entered on the 2441 screen. See the following section, “Child
& Dependent Care Expenses”.

If you leave the dependent’s Last Name field blank, Drake uses the primary
taxpayer’s information.

NOTE

If you leave the Months in Home field blank, Drake assumes the child was
in the home for 12 months.

When you are entering information on the dependent’s relationship to the
taxpayer, it is necessary to type only D to fill the field with the word
“daughter.” Similar features are available on other screens in data entry.

Taxpayers with a qualifying child for Earned Inco@eedit (EIC) must also complete the EIC
Due Diligence questions found on scr@e®ll three of the Taylor dependents are unmarried,
lived in the home for the full year, and do not danother person who could claim them as an
exemption. AnsweYesor No to the EIC questions 10, 11 and 13a for each Taldpendent.

Press Bcto return to thdata Entry Menu.
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CHILD & DEPENDENT CARE EXPENSES

Information on child care costs is entered inFbem 2441 — Child & Dependent Care
Expensesscreen. See Figure 36 below. To open this scrgpa241 in theselectorfield
and pres&NTER. Enter the following taxpayer information and #rmaount of the expenses.

Fields Data
SSN/EIN 560123456
EIN M
Provider's Name Happy Daycare
Address 688 Mountain Way
ZIP code 28802
Amount 4750
Telephone number 828-555-0147

Figure 36:2441, Child & Dependent Care Expenses

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) soeen Help| [ || B 230
Form 2441 - Child & Dependent Care Expenses e e
Provider's information F |— | ChA DC ME NE

1 SSNEIN Provider Name Address Amount Paid  State information: T5J 5T
|sg0123456 Happy Davcare |628 Mountain Way 4750 ppone |828-555-0147 | =] | =]
¥ EIN |nsheville Misc

nc -] Jeseoz

* When entering child care expenses, make sure the expense amounts are
NDTE listed on both the Dependent screen and the 2441 screen.
e To place a check mark in a box, left-click with your mouse, use the space
bar, or use the X key.

Press Bcto return to thdata Entry Menu.

WAGES

To open thaN2 screen, typ&?2 in the selector field and pressR See Figure 37 on

page 70. In the first field of tH&/2 screen, enter for taxpayer ofs for spouse, depending on
the W-2 being entered. After you pregssTo move to the next field, the corresponding
taxpayer or spouse information fills teeployee’s name/addres$ields.

While entering wages, notice that Drake fills bogesand16, based upon the wages entered
in box 1. Because there are three W-2s included in thismepress RGE DOWN to save the
current screen and produce a N&®& screen.
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Enter the following information:

Fields Data
TS S
Federal ID 56-1234568
Employer’'s Name Asheville Elementary
Employer’s Address 2512 School Lane
Employer ZIP Code 28802
Wages 29039
Federal Tax Withheld 3478
State NC
State ID 51111111
State Tax Withheld 1512

Figure 37:W2 - Wage and Tax Statement

W2 - Wage and Tax Statement

T§|5 =] F r Special tax treatment I—LI
I56—1234568

¢ Employers name, address, city, state, ZIF code

b Employers Federal ID Mumber

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902)

Soeen Help| i |2 |25
1 Wages, tips 2  Federal taxw/h State Information -
| 29039 | 3478 IN NI PA
3 SocSecwages 4 SocS8ecwh

[ 22039
5 ledicare wages 6

| 1220
Medicare tax wih

IAsheville Elementary
« [2512 school Lane

| 22039
7 SocSectips 8

| 421
Allocated tips

I

|nsheville jnc =] |2senz

* In care ofifaddress continuation

Note: The employer's complete information is
required for EF purposes.

e Employee's nameladdress (if different)

=|Michelle =|Taylor

w

10 Dep care benefit

I

I

11 Mon-gqual plan

13 [ Statemployee
I Retirement plan

Form 2441 Form 83880
12 Amount Year

(=0 ]
|

I Sick pay ﬂ ]—' l_‘
—juc  x|-|2ee01 14 Other | |

I
15 STE&STID# 16 STwage 17 STiax Local wage Local tax Locality
lwc =] [s1111111 [ 29033 | 1512 | | [ -
[ = [ I I [ I E
I | I | | | =]
[ =i I | I | I =
I~ Was this W-2 altered or handwritten? (Non-Standard) [~ Corrected W-2
If either spouse has an ITIN on screen 1, the TIN from the W-2 must be enteredinthis field.............ooi,

Fecord 1 of 2 f ;I:’-ress I:.I-HOIIEIIQHI-EII&:I( far I-IaIp i :[‘gcreen I-IeIpI

NOTE

¢ When multiple screens are needed — for example, when you have multiple
W-2s, 1099s, dependents — press PAGE DOWN to save the current screen

and produce an additional blank data entry screen.
e The bottom portion of the W2 screen allows entry of state wage

information.
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Enter the following information from the secow? screen.

Fields Data
TS S
Federal ID 56-0123455
Employer’'s Name Blue Mountain Used Bookstore
Employer’s Address 269 North Pine St
Employer ZIP Code 28801
Wages 18327
Federal Tax Withheld 1200
State NC
State ID 41111111
State Tax Withheld 635

NOTE

When entering military wages, selé&dtfrom the Special Tax Treatment
drop list on theN2 screen. Since Combat Pay is not taxable, enter thi
information in box12.

Press Ecto return to théata Entry Menu.

NOTE

NOTE

Because there are two W-2s entered, a (2) appears in parentheses next to
the screen name on the Data Entry Menu . See Figure 38 below. When a
W?2 screen is accessed, an Existing Forms List

- W2: Wages appears.

Figure 38:Data Entry Menu - Wages

= = =
2 Wages -(2) |

WaG
10949

Gambling Income
1099-R Retirement

Drake Software 2011 supports the use of a 2D bar code scanner to enter
data from a W2 or K1 form. For more information on how to use a 2D bar

code scanner in Drake, please view the video at
http://voutu.be/bcoYPu_lyOs.
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INTEREST INCOME

To open theéschedule B— Interest Income screen, typé NT in the selector field and press
ENTER TheSchedule Bis opened in grid data entry. Clittkm Detail or press F3 to access
the detail screen. See Figure 39 below.

« After the name of a financial institution has been entered once, the
NDTE program automatically fills the name field the next time the first letters are
typed.
« Dividend income is entered in the same manner as interest. To open the
Schedule B - Dividend Income screen, select 1099-DIV Dividend
Income on the General tab or enter DI V in the selector field.

Enter the following account interest for the Taglaeturn:

Fields Data
TS Field J
Name of Payer Asheville Community Bank
Interest Income 749

Figure 39:INT, Interest Income

Drake 2011 - Data Entry (ﬂﬂdﬂﬂlgﬂl - Taylor, Joseph & Michelle - 400001902)
Schedule B - Interest Income (1099-INT) Hize <Fie o switch b ard mode?

18] kG F r— sT - | ey ? (Use MV screen for dividends)

Name oF Daver. . ... |2=heville Commnity Bank
1 Interestincome.............. = B Foreiontax oaid................ocoooiii
2 Earlv withdrawal penaftv................ VB = T e g D L e e
3 U.5. government interes Form 881 EJ 8 Tax-exemobinenest. oo e ey
4 Federaltax withheld..............cooeoeiad J 8 Private activity bond interest.............coooviimninn
5 Investment eXpEnses.......cocoiiieen

Armnnt that iz

Press Bcto return to thédata Entry Menu.
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ITEMIZED DEDUCTIONS
To open thdtemized Deductions Schedulascreen, typd in the selector field and press
ENTER This screen has the same lines and fields dfRkB&chedule A. See Figure 40 on

page 74.

Enter the information from the following chart fitre Taylors’ itemized deductions.

Fields Data
TSJ J
Other medical and dental expenses 645
Real estate 912
Mortgage Interest 1125
Total gifts by cash or check Use a worksheet - Press Ctrl + W

Title: Gifts by Cash or Check
Asheville Food Bank - 275

Buncombe County Humane Society -

100

United Way - 400
Other than by cash or check 300
Tax preparation fees 150

Drake Software will compute the amounts entered on the A screen to

NDTE determine if it is more advantageous for the taxpayer(s) to take the
standard deduction or to itemize deductions. To override the program
selection, select Force itemized or Force standard on the A screen.

To force the Schedule A to print, even if taking the standard deduction, go
to the PRNT screen and select Print Schedule A .

Copyrighted Material Drake Software Evaluation Guide



74| Return Preparation 2011 DRAKE SOFTWARE

Figure 40:Schedule A Itemized Deductions

coeen et [ = | = ]

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902)

Schedule A - temized Deductions a5 = State Information |
[~ Force itemized A red field .
1sa [ =] e[ st [ =] cty | =] ™ Force standard wg:&g;%se? S e
Medical and Dental Gifts to Charity \ ;
1 Health insurance premiums ] 16 Total gifts by cashorcheck. ... m
Long-term care premiums 30% limitation
MNumber of medical miles before 07-01... Charitable miles
MNumber of medical miles after 06-30.. 17 Otherthan by cash orcheck. .....ccooove.ee. Form 8283 300
Other medical and dental expenses 645 43 Carryover from prior year subject to:

——

Taxes You Paid 50% limitation
5 Income taxes ] 30% limitation
General salestax... See STAX screen.....oos 30% limitation capital gain propenty............oooooooee.
6 Real estate - e 20% limitation
Taxes that qualify for State Property Tax Credit and Most Other Misc Deductions

] Job Exp

7 Personal property. )
] 21 Unreimbursed employee expenses:

8 Otfier... |

Form 2106

| | ! 1
,7
Interest You Paid } 17
10 Home mortgage interest and points reported on Eorm 1098 +/- 1125 | ]—
11 Home mortgage interest not reported on Form 1088
22 Tax preparation fees 150
Name l— 23 Other expenses:
SENEIN
Address ] ]| ]|
Amount 1 |
Portion of lines 10 and 11 that is home equity interest..........
12 Points not reported on Form 1098 ..+"-]7 e
13 Qualified mortgage insurance premiums I 26 Ofiernbtdecio ialing
14 Investment interest Form 4952 +f-| ]| i].J I
[Record 1 of 1 |Press Page Down for Mew Screen \Press F1 or Right-Click for Help :[Sc:reen Help]

PROFITS OR LOSSES FROM BUSINESS

To open theSelf Employed Incomescreen, typé&_ in the selector field and pressifErR See
Figure 41 on page 75. Enter the following informatiorthe Taylor’ return:

Fields Data

TS T

Profession/Product

Restaurant Owner

Business Code

722110

Business Name

Joey's Pizza Palace

Street Address

450 Market St

ZIP Code

28801

Accounting Method

Cash (no entry necessary)

Materially Participated in 2011

Yes (no entry necessary)

Gross Receipts or Sales

114260
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To search for business codes, on line B, press GRL + SHIFT + S to open a
data entry search, then typest aur ant in thePlease input search
data field to locate the code number for related busses.

NOTE

Enter the following additional information on tBehedule Cfor Joey’s Pizza Palace:

Expenses Data Cost of Goods Sold Data
Advertising 4250 Wages 28000
Insurance 1650 Inventory Valuation Method Cost (no entry)
Rent — Other 12000 Beginning Inventory 3625
Repairs/maintenance |1300 Materials/Supplies 29175
Taxes and licenses 400 Ending Inventory 3545
Utilities 5275

Figure 41:Schedule C

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) - Net = 32130
Schedule C - Profit or Loss from Business

Soreen Hslpi = @ .

State Information
s Pl e[ s T = cine | | passive Activitv No. H PA 5C
i |
A Pro ion/product.... | s B Busi code,.. |7EEl0 4

|7oey'= Pisza Ealace

C Busil name.

D EmploverD%... |

7 State
F Accounting method if not cash: [~ Accrual

e .| Zp oo
[ Other:
6 [ =1 Activivty

H [~ “You started or acquired this business during 201

- ] Special tax treatment code
I *ou disposed of this business during 2011

I Did vou make anv pavments in 2011 that would reguire vou to file Formisi 10082, [ Yes [ No [~ Suppress Schedule CEZ
JIf"ves". did vou or will vou file all reouired Forms 10997, .........ccooooniniemirnvemisnenes ['Yes: [ No

Part | - Income

1a Merchant card and third party payments from Form 1089-K......... S Rt A AR s st st ,7

R 118260

1b Gross receipts/sales not reported on line 1a.............

& Other income:
1c Statutory Employee Earnings if not reported on Form W-2..

Part Il - Expenses

8 Advertising........oiiiiin e 16 Interest - mortgage................. 21 Repairsimai 3

9 Car and truck expense AUT- Interest - other........... 22 !

10 C iS5 and fees ] 47 Legal and prof sves.. 23 Taxes and licenses..

# Contractiabor...... ... [ 18 Office 24 Travel

12 Depleti I 19 P fprofit share [ Mesls and entertai

13 Depreciation......, Form 4562+/-| 20 Rent - vehicle, mach................. | o - 2,
14 Emplovee benefits... Rent OB ..o iznoe 26 Wanes: .o ] s

15 Insurance.

32b[" Some investment is NOT at ris Form 8158 Part TV~ Moo Of youe e

Family health coverage.......... SEHI
Deoreciation adiustment rAr.lT‘.-....*"']

AUTO
Part Ill - Cost of Goods Sold

Part V - Other expenses
33 Inventory valuation method (if not cost

Form 8828

38 Materials and supplies.
39 Othercosts.....
41 Ending inventory...

|
| 'Ctrl+\WW' for more expense items l

Fecord 1 of 1 Prezz Page Down for Mew Screen

|Press F1 o FRight-Click for Help

R lar T
[~ Lower of cost or mark | | EET Y
| | Prior unallowed passive operating.
[~ OtheiSCH
34 Change in method: [~ Yes | | Prior unallowed passive 4797 Pt 1.
35 B inventm.-v aezs | | | Prior unallowed passive 4797 Pt 2.
B
36 Purchases less personal.... [ } arit:irmngt‘:rﬁ_
37 Costofiabor......
| Prior unallowed passive operatina. T—
[

Prior unallowed oassive 4797 Pt 1,
Prior unallowed passive 4757 Pt 2.

|[Screen Help)

Press Ecto return to théata Entry Menu.
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DEPRECIATION

Drake Softwargrovides six data entry screens for depreciationti@Income tab of the
Data Entry Menu, the six screens are grouped in a box labBlgareciable AssetsSelection
options are clearly marked and includerm 4562 - Depreciation Detail and five additional
screens offering additional parts of Form 4562e4562screen is usually the only screen
needed for entering depreciation; scre@d® are used only when you are entering
information from another program that calculategrdeiation. You can also access
depreciation screens from the depreciation fiellsahedule€, F, andE by simply clicking
theForm 4562link or double-clicking the field. See Figure 42de.

Figure 42:Schedule Cbepreciation

L . L

FF DY, e ] 19 Pensions.
|13 Depreciation......, Form 456z+/-| I 20 Rent-ve

14 Emploves benefis....... . W8, | )

45 Insuranee. o s \: Click the 4562

link or double
32b | Some investment is NOT at ris | click inthe field.

T
Part 1ll - Cost nqu-n!:‘rs Sold . Part V' - Ofhere:

To create a Form 4797om within the4562 complete théf Sold section on the bottom right
of the4562screen. The only required fields &ate sold Property type, andSales price

For the Taylors’ return, there are two depreciaslgsets: Joseph’s delivery vehicle and a new
pizza oven.

N If there is an entry on the Auto screen in the Business , Commuting , or
DTE Other mileage fields, Drake figures the business use percentage for the
vehicle on the 4562 screen.

To open the depreciation data entry screen, 4582 in the selector field and pressiER
See Figure 43 on page 77. Enter the following infdiomaon the4562grid data entry screen:

Fields Data Data
For AUTO C
Multi Form Code (MFC) 1 1
Description Delivery Vehicle Pizza Oven
Date Acquired 01-25-2011 05-15-2011
Cost 8000 5200
Business % Use 100 100
Used X (Leave blank)
Listed Property Type Vv (Leave blank)
Method M M
Life 5 7
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Figure 43:4562in Grid Data Entry

Fom | MFC | Description | Date g | Cost | %lse I Used | LPT Method | Lite |
11auTo 1| Delivery Wehicle |01-25-2011 | a000)  100[X |V M 5|
21C | 1| Pizza Oven | 05152011 | 5200, 100 | M 7l
3 I | | | | | I |

After entering data on the grid screen, cligkn Detail or F3 to view thel562detailed data
entry screen. To view each depreciable item enjgreds RGE DOWN. See Figure 44 below.

Figure 44:4562,Depreciation Detall

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001992) Soreen Help
Form 4562 For: w0~ || (A, C,E, F, 2106, 4835, AUTO, 8329, K4p,  *Use <F3=to switch to arid m
Multi-form code: L [1-99%; 1 is assumed if left bla
Date Business Used Listed
Descrintion Acauired Cost/Basis % use Prop Prop Type
|]1:-=1_;'_W:_-,- Vehicle |p1-z5-2011 | ET o T v i 15 |
Federal State AMT Book
lif different) [if different) lif different)

- - -

I
I
I

| |

| I

I |
I =l =
I =l o
179 expense elected in orior vears............ I ¢ | ¢ o
179 expense allowed in orior vears.......... I : | £ 0
Bonus depreciation Additional Depr Electio I } ]——-
T —

Prior bonus deoreciation. Safe H: .4

L B ey

Press Ecto return to théata Entry Menu.

AuTO MILEAGE FOR SCHEDULE C

Information on the Taylors’ delivery vehicle is erdd on théAUTO screen to determine
whether to take expenses or mileage on this abgee. AUTOin the selector field and press
enter to open thAUTO screen. Enter the mileage information in the téhlelew on theAuto
Expense Worksheet for Schedule Gcreen. See Figure 45 on page 78.

The vehicle was used primarily by the owner and matsavailable for personal use. Joseph
maintains a policy prohibiting personal use ofkhicle. Choose to let the software
determine the mileage rate.
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Fields Delivery Van
For C
Description Delivery Vehicle
Date Placed in Service 01-25-2011
Business Miles before 07-01  |9305
Business Miles after 06-30 6645
Gas 2100
Insurance 600
Licenses 100
Ol 85
Tires 300

Answer the fouilYesor No questions on this screen to ensure acceptandeldRS. These
fields are required.

Figure 45:Auto Expense worksheet for Schedule C

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) = | 5[]
Auto Expense worksheet
For |C | mrc
Description |Delivery WVehicle
Date placed in SeMVICe ... [o1-25-2011 Yes Mo
Taxpayer/spouse has another vehicle available for personal use Icd ®
Taxpayer has vehicle available for use during of-duty hours u v
Taxpayer has evidence to support this deduction icd 11
[

If"Yes " the evidence is written

r Current-Year Mileage

Business before 07-01 9303 Commuting Other
Business after 06-30 6645
I~ Force mileage

i Expenses

Garage rent. Repairs.. = ]

Tires..

100  Other Expenses B %
E i Note: Do NOT enter
| g5 | | I the business use
Parking fees. ] l | ] percentage for
| | | r this auto on the
Rental fees... 4562 screen
Interest FOrCe eXpenses................ 3
Property Tax
 Prior Years Mileage For splitting
Business I TS :J'
Total
\Record 1 of 1 ‘Press Page Down for Mew Screen Frezz F1 or Right-Click for Help

Press Ecto return to théata Entry Menu.
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EIC CHECKLIST AND WORKSHEETS

The Earned Income Credit Checklist is entered erf-tirm 8867 — EIC - Paid Preparer’s
Checklist. To open this screen, ty8867 in the selector field and pressR Selectyesor
No for Part | - All Taxpayers and complete thBart IV - Due Diligence Requirements

Fields Data

Part| - 5a No

Part1 -7 No

Part IV - 20 Yes

Part IV - 22 Yes

Part IV - 23 Yes

*Part Il - Taxpayers With a Child - questions must be answered
for each dependent on screen 2, Dependents .

Drake Software offers supplemental EIC Workshee#sssist preparers in Due Diligence
Requirements as specified in IRS Rule 6695. Preph/e the option to completes EIC
screens to answer and record responses to impartenbDiligence questions. To open these
screens, typ&l C1, EI C2, EIC3, or ElI C4 inthe selector field and pressifErR

For example, enter the following information foetihaylors’ return ofeIC1 - Qualifying

Child:
Screen - Field Data
EIC1 - 1a (Child 3) UNC-Asheville
EIC1 - 1b (Child 3) Yes
EIC1 - 2 (Child 3) Check Not Disabled

View the EIC calculations by reviewing the EIC worksheet, WK_EIC,
NDTE produced automatically by Drake.

Remember that the software does not replace knowledge. It is the

preparer’s responsibility to read and understand the EIC requirements and
make and record inquiries as appropriate.

Press Ecto return to théata Entry Menu.
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STATE AND CiTY DATA

State returns are easy to generate in Drake Saftwrstall the state software on your
computer.

State forms are generated automatically, basedteahtered on the federal return.
Calculation is based on the state entered on sdremrResident State and on the state codes
indicated on the screens a2, Schedule G 1099 Schedule B etc.

Since the Taylors live in NC year-round, scrédndicates that NC is theResident State
The NC forms are produced automatically accordintpé state info entered on the federal
screens, such &a¥2. If no state code is indicated on a screen (fstaimce th&chedule Cin
the Taylors’ return), Drake assumes that this imfation flows to the resident state.

For specific information pertaining to the statgate data entry screens are available. To
access state data entry screens, select a statéHeStatestab, or in the selector field on the
Data Entry menu, type the two-letter state code for the desiratesaind pressNEER See
Figure 46 on page 81.

For states with city tax, indicate a city from fResident Cityfield on federal screeh Data
entry screens are located on @igy tab. To access a city form, click it or type the
corresponding screen code in the selector field.

Review the state data entry screens. It is notssaeg to enter state-specific data for the
Taylors’ return.
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Figure 46:Data Entry MenuState Returns

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) = &=
= ~ y o - = ; > 7y F :
E Q2 % . =2 D f7-x = 0 ql
Calculate Wiew Frint Split Doc Mar Tax Flanner  Import C5M Email Help Exit

General | Credits | Other |

‘: Main Form

z Main Form (Cont)

NRPY MNR/PY Worksheet

3 Consumer Use Tax Worksheet

FAC Frequently Asked Questions

Enter Screen, State, or City Code: "

Fieturn Status: In Progress i IHeturn Type: Individual Tax Return [ IEurrent Package: Morth Carolina

As indicated by the circles in Figure 46, the bottom of each data entry screen
supplies you with return specific information. These details include:

(1) Return Status — The status displayed is the return’s current status in the
Client Status Manager.

(2) Return Type — Displays the type of return.

(3) Current Package — Displays which package you are currently viewing
(Federal, Partnership, State, etc.).

PART-YEAR RETURN

In theResident Statefield of screerl, enterPY for a part-year return. If questions arise about
which options are available for a specific fieldegs F1 or SIFT + 2.

If the taxpayers are filing a part-year returnisihecessary to entB¥ residency dates on the
state screens.

For those forms corresponding to a particular S@it€6, 2441, etc.), enter the appropriate
state in theST field at the top of the screen. This causes the gtéormation to print on the
appropriate state form.

Review this information. It isn’t necessary to erdgay part-year information for the Taylors.

Copyrighted Material Drake Software Evaluation Guide



82| Return Preparation 2011 DRAKE SOFTWARE

NOTE

PARTNERSHIP INFORMATION

Partnership information is entered on the Schelltle To open théartnership K1, enter
K1 in the selector field.

If either Joseph or Michelle Taylor were a partinea business, their K-1 information could be
imported from an existing 1065 (partnership) retoran 1120s (S-corporation) return. Since
neither Joseph nor Michelle is a partner, no infoian is needed here.

ESTIMATED TAXES

To override the system’s automatic calculations emgr estimated taxes, tyg& in the
selector field to open tHestimated Taxesscreen. This screen is divided into columns, one
for Estimated Taxes Paid in 201&and one foEstimated Taxes Due ir2012

Review the screen. It is not necessary to entanattd tax data for the Taylors’ return.

FAQ SCREEN

TheFAQ screen is a great resource for federal and sta&eifgpinformation. On th®ata
Entry Menu for federal or state, typfeAQin the selector field. Click to view the desired
topic.

DIRECT DEPOSIT

Use theDD screen for direct deposits of IRS refunds intotthgayer’s checking or savings
account. Taxpayers can elect to deposit their #¢defund directly into up to three checking
or savings accounts. If the federal refund is taléeosited into more than one account, the
program produceBSorm 8888 - Direct Deposit of RefundThis form can be paper filed or
electronically filed. If only one account is entérélirect deposit information for the single
account is printed on lines 73b and 73d of the 1040

State refund direct deposits are also entered@bDEhscreen. Not all states provide direct
deposit of refunds, nor do all states offer spigtthe refund deposit into separate accounts.
Only eligible states and cities are available fibState/City selectionfields on theDD
screen.

Do not use this screen to enter direct deposit information related to bank
products. Use the BANK screen to apply for bank products.

If the taxpayer chooses to purchase U.S. Savings Bonds from all or part of
their tax refund, enter the information on the BOND screen. A link to the
BOND screen is provided on the DD screen.

To access thBirect Deposit Information screen, typ®D in the selector field and press
ENTER Review the screen. It is not necessary to eritectddeposit data for the Taylors’
return.
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PAYMENT

Use thePMT screen to pay federal and state taxes due threlegtronic withdrawal from the
taxpayer’s bank account. Separate accounts caadignéted for federal and state payments.
To access thElectronic Funds Withdrawal Information screen, typ®MI in the selector
field and press ETER Review the screen. See Figure 47 below. If no aprdate is entered,
the default is April 15. It is not necessary toegrmiayment data for the Taylors’ return.

Figure 47:PMT screen for Electronic Payments.

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) Soeen Help| Lo B
Electronic Funds Withdrawal Information Pay balance due with credit card (MC, Vis, Disc AmEx) [ State Information - ~
cA =

NOTICE FOR STATE ELECTRONIC WITHDRAWVAL 5: Tax preparers are required to ask the taxpayer if the account the funds will be withdrawn |
from is located OUTSIDE the United States. If the answer is YES, see the Foreign Account section below.

Account Information

CAUTION:

[ Account #2

Account#1
Withdrawal selection: Federal selection............... 'j Statelcity selection............. X
Mame of financial institution RTH Account number Type of account
] ] [~ Checking [~ Savings

Repeat account information | | [ Checking [ Savings

Federal: Federal payment amount..= Requested payment date....= Daytime phone number.. =]
Paymentis for............. ™ 1040 [~ 4868 [ 2350 El

The ACH payment dates for estimates must be the estimate payment due dates
Federal 1040-ES: First Quarter Second Quarter  Third Quarter Fourth Quarter
Withdraw the following quarterly payments............ccooo.. ] | i ] I

Payment amount =| =| =| =]

State: State payment amount.......... 5 Requested payment date..... = Daytime phone number... =

Withdrawal selection: Statelcity selection................. i

Mame of financial institution RTN Account number Type of account

The additional account information below is for withdrawal of a state balance due ONLY if different
from account above. All states require that only one account be designated for direct debit of funds.

Account#3

NOTE

State: State payment amount.......... =F Requested payment date.... =] Daytime phone number... =

[ [ [~ Checking [~ Savings
[~ Checking [~ Savings

Repeat account information | |

The PMT screen is divided into three sections, with the Account #1 section
designed to accommodate electronic funds withdrawal of federal and state
payments from the same account, and to accommodate federal and state
estimated payments. The Account #2 and Account #3 sections are
required only to designate payment for an additional state or if the
electronic funds withdrawal of the state payment is from a different account
than the account chosen for the federal payment.
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NOTE

NOTE

The EPAY screen is available for taxpayers to pay their federal balance
due with a debit or credit card. Known as Integrated File and Pay (IFP), the
payment is available only for e-filed returns and extensions and must be
scheduled before e-filing.

8879 E-FILE SIGNATURE

Form 8879, an electronic signature document usedtiworize e-filing, allows taxpayers to
select a PIN signature. It also authorizes the ERénter the taxpayers’ PIN signatures
authorizing electronic debit for tax payments. thePIN screen to electronically sign the
return and produce Form 8879. See “Signing theiRdElectronically” on page 108 for
instructions on completing the PIN signatures far Taylors’ return.

EF OPTIONS OVERRIDE

By default, Drake transmits the 1040 and all staterns eligible for electronic filing. Use the
EF screen to select various electronic filing optiansl overrides. If you wish to practice
electronic filing with the Taylors’ return, see “Bignating EF Options” on page 109 for
instructions on setting transmissions options ffier Taylors’ return.

USE AND DISCLOSURE SCREENS

If tax return information will be used for anythigher than tax preparation, or if it will be
disclosed to parties outside of the tax prepafarns IRS Regulation 7216 requires that you
obtain clients’ signed consents for the use andatisre of their tax information.

See IRS Reg. 7216 for guidance regarding the uselianlosure of clients’ tax information to
parties outside of the tax preparer’s firm. Tensent to Use of Tax Informatiomust be
signed and dated by the taxpayer (and spouse rifeddiling jointly) beforethe return is
prepared. Th€onsent to Disclosure of Tax Informatiorust be signed and dated by the
taxpayerdeforethe return is e-filed and the information is suttedtto a third party (for
example, to a bank).

Drake offers several options for making these foaweilable to your clients, including
printing forms in bulk to be signed manually andihg clients provide their signatures
electronically.

While a preparer is required to have each client sign these documents in
order to use or disclose his or her tax information, clients are not required to
sign them. If a client declines to sign one or both of the documents, you
must recognize that using or disclosing the tax information could result in
certain criminal penalties. As a preparer, you cannot make your services
conditional on your client’s consent.
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Access thdJSE screen to allow the taxpayer to electronically slgmConsent to Use of Tax
Information beforghe return is prepared. Access DIKSC screen to allow the taxpayer to
electronically sign th€onsent to Disclosure of Tax Informatibefore the return is e-filed

and the information is submitted to a third party.

NDTE If a return is prepared by a service bureau or franchisor, use the Consent to
Disclosure of Tax Informatioaccessed on the CONS screen.

It is not necessary to complet&JSE or DISC screen for the Taylors’ return.
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BANK PRODUCTS

Bank products are available through Advent Findnei&ollect (EPS Financial), Republic
Bank & Trust, River City Bank, and Tax Products @volndicate the bank you use for bank
products inSetup > Firm. See Figure 48 below.

Figure 48:Setup > Firm(s) Banking Information

Banking Information -

| Retrieve and auto-fill info from your :
| online Dirake Bank Application: Rietrieve

Select Bank:

|<Nnne> _ﬂ
Taw Products Group, LLC
Fepublic Bank & Tzt Company
River City Bark,

EPS Financial, LLC

Advent

Once you select a bank, the corresponding screstiismated. Enter bank information on the
Advent (AD), EPS Financial, LLC (ECOL), Republic Bank & Trust Company (RB),

River City Bank (RCB) or Tax Products Group, LLC (TPG) screens. Once you select a
bank inSetup > Firm, you can access your default bank usingBA&IK screen. See

Figure 49 on page 87. Review the screen. It is noeéseary to enter bank data for the Taylors’
return.
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Figure 49:Sample Bank Screen

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902) [ =

e-Collect Product Information
i Step 1 7216 Signature
[~ The taxpayer(z) has signed and been provided a copy of the Conzent to Use of Tax Return Information
AND Cnnzent tn Ni=rcingure nf Tax Return infarmatinn as renuired by RS remdatinn 7218
Consent to Use of Tax Return Information (USE = Consent to Disclosure of Tax Return Inform:

—Step 2: Additional Product Optienz
State Product Tax preparation fees
| Add state refund(s} o the e-Collect product... ~ | | Owverride tax oreparation fees to be WITHH =

Step 3. Identification Information

Tanoave

Tvuel x| Mumbei | Locatiol J _v__J lssue Datel Expires |
Spous:

T:.rpel > | Mumber | Locatioi 1 ;J lzsue I}atti Exuir&ﬂ

i Step 4; Demographic Information
Phvsical address. if different from Screen 1
| Addres= |
|cie =] State=|  ~ | ZF=]

Securitv Informati
Securitv auestic «| Answel Preferred lanoua -

Step 5: Disbursement Method
[ E1Visa Card-85F
NOTE: The e-mailicell phone number MUST be entered on Screen 1 if select ]‘:jl__‘

Select the notification method the taxpaver would orefer when the E1 Card has been fund
Cell chone carrier......

Enter the 12-digit E1 Card PRN, with no hyphens, as it ]—" [
appears in the window of the E1 Card envelope. Re-enter it PO
the PRHN for verification purposes. Re-enter E1 PRN........ J

E1 Visa Card Activa
E1 Visa Card MUST be selected, with complete information, before activatin

| Activate Card Apolication Rg_sL]

[ Check (printed in preparers office) - 520 Fee

R e S A Taxpaver's RT Taxpavers Account Numt Tvpe of Account

Account information........ | | [ Checkin[ Saving
Repeat account informatio | | [~ Checkin]  Saving

If the ‘Application Result' in Step & is "Reject, =ee below for an explanation. Review the
explanation, make any reguired modifications, and then click the "Activate Card’ button to reapply

|New Screen |Press F1 or Right-Click for Help

FILING AN AMENDED RETURN

The 1040X form cannot be electronically filed bahde filled with data from the original
form. Calculate the return, then en¥ein the selector field to open the form. When yoal ar
prompted, clickvesto fill the 1040X with information from the origah return. Then change
the data in the original return to reflect your ahments to the return. Print the return and
check for accuracy. An amended return must be ohailehe IRS.

See Figure 50 on page 88. Review the screen. Itisguessary to enter amended data for the
Taylors’ return.
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Figure 50:Form 1040X, Amended

Drake 2011 - Diata Entry (400001901 - Taylor, Joseph & Michelle - 400001902) = [ -&
Form 1040X - For 2011 Returns

[ State Information
H A

Pay balance due with debit card or credit card (MC, Vis, Disch

Amounts as on ORIGINAL return
Adiusted aross income
temized or standard deduction...
Exemotions......

L= R = I ]

11 Federal income tax withheld...
12 Estimated tax paid...........
13 Earned income credi o

14 Refundable credit = 1000

15 Amount paid with original return or 4863,
O I e e e e e e e e B B ety e e =
Part | - Exemptior

P W T B L e e e e
24 Children who lived with vou 2
25 Children who did not five with vou.. =r—
26 Other dependents... 0
28 Exemotion amount.

Amounts and information for AMENDEL

1 [ AGlincludes net operating loss carryt

7 [ Credit amount includes general business credit carryba

14 Other refundable eredit..................... | +-|
22 Refund aoolied to 2 estimated tax
Part 1l - Presidential Election Campaic

I~ Taxpayer did not want 3 to go to Presidential Election Campaign Fund but does
[~ Spouse did not want 53 to go to Prezidential Election Campaign Fund but doesn

Part lll - Explanation of Chanae

|2dditional 1022 not reported om original resurn

Mew Screen Prezz F1 or Right-Click for Help

FILING AN EXTENSION

Use theEXT screen to file an extension. Only one extensionbegenerated at a time. If
Form 4868 is filed in April, remove thé from that field and place aXin the2350box to
generate a later extension.

Review the screen. It is not necessary to entensiin data for the Taylors’ return.
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Review Questions Part 3

Answer the questions below. See pagé®@nswers and explanations.

1. When creating a new return, which piece of infoiiorats NOT entered in thdew Return dialog
box?
a) Taxpayer SSN
b) Spouse SSN
c) Return Type
d) Taxpayer Name

2. To access a screen from hata Entry Menu using your keyboard, type its in the that
bottom of the page.
a) form description, screen box
b) form description, selector field
c) form code, screen box
d) form code, selector field

3. An override field is preceded with a red
a) Plus (+) sign
b) Minus (-) sign
c) Multiplication (x) sign
d) Equal (=) sign

4. Which statement is NOT true Bfetail Worksheets?

a) Press SHIFT + W to openletail Worksheet

b) A detail worksheet is available in every numerfigld in data entry

¢) When the worksheet is saved, the amounts enteectbt@ied in the data entry field
d) The worksheet appears¥iew/Print mode as OVERFLOW

5. In W-2 data entry, to save the current W-2 infolioraind produce an additional W-2 screen, press:

A) ALT+D

B) ENTER

C) SHIFT + Esc
D) PAGE DowN
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ANSWERS PART 3

1.

The correct answer t8) Spouse SSN When creating a new return, the Spouse SSNtismtered
until Screerl, also known as the Demographics screen, in datg. en

a)is incorrect. At the time of setting up a returau must enter the taxpayer SSN. The taxpayer SSN
is how the program identifies each return.

c) is incorrect. When creating a new return, yastiselect the return type, so the program créhées
return.

d) is incorrect. If the Drake Document Manager @)Ds integrated with Drake Software, entering
the taxpayer's name creates a client folder irbib#.

The correct answer ¥) form code, selector field

a) and b) are both incorredtlicking the form description allows you to access theestrbut you are
unable to enter it in the selector field. Alscgréen box" is not the correct term.

c) is incorrect. You enter the form code in thies®r field, not a "screen box".

The correct answer @) Equal (=) sign Data entry in override fields replaces, or oies, program
calculations.

a) and b) are both incorrect. Plus (+) and minusigns indicate an adjustment field, which adjust
program calculations by the amount entered.

c) is incorrect. Drake does not have any fiel@gspded by a multiplication (x) sign.

The correct answer &) Press SHIFT + W to open a Detail WorksheetThe correct hot key to open
a Detail Worksheet is CTRL + W.

b) is incorrect. You are able to create a Detaitk&heet from any numerical field in Drake.

c) is incorrect. Worksheets allow up to 30 linéglescriptions and amounts. The total from the
amounts entered on each line carries to the daty feeld.

d) is incorrect. Worksheets are named OVERFLOWiaw or Print mode. If multiple worksheets
are created in a return, they are all listed orQNMERFLOW worksheet in View/Print.

The correct answer ) PAGE DOwN. When multiple screens are needed - for examgienwou
have multiple W-2s, 1099s, dependents - press®OWN to save the current screen and produce
additional blank data entry screens.

a)is incorrect. AT + D inserts today’s date in any date field.

b) is incorrect. KTER moves the cursor forward one field in data entry.

c)is incorrect. 8IFT + ESC exits a screen without saving changes.
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Calculate and Print the Return

Before a return can be printed or filed, the resoitist be calculated. A return can be changed,edear
calculated repeatedly before it is finally subrdtt&his chapter covers the basics of calculatingying and
printing a return in Drake.

RETURN CALCULATIONS

Drake Software automatically saves all data as #ritered. To view the results of data entry, dateuthe
return. A return can be calculated or viewed attamg during data entry and from anywhere withia teturn.

NOTE

NOTE

How the software functions when calculating and viewing returns can be
customized in Setup > Options , Calculate & View/Print tab.

CALCULATING THE RETURN

Click Calculate from theData Entry Menu toolbar, or presst®L + C from anywhere in the
return to calculate the return and view @alculation Resultsscreen. See Figure 51 on
page 92.

TheCalculation Resultsscreen consists of two tabs of information. Buenmary tab lists
federal and state figures and fee det&ls Messagesre also listed. Double-click a message
to jump directly to the faulty field in data entxy correct and clear the EF Message, or
right-click the message to view a full descript@frwhy electronic filing is being prevented.
TheDetailstab displays a printable summary of return figures.

When you calculate the Taylors’ return, an EF MESSAGES page will be
present regarding the PIN signature for the return. The next chapter
reviews the process for clearing this message.

Click Continue to return to théata Entry Menu.
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Figure 51:Calculation Results

Drake 2011 - Calculation Results - (400-00-1901 - Taylor, Joseph & Michelle) =

Summary ] Details |

] Total Ihearme ] T axable Inhcarme i Taotal Tax ] Refund { Balance Due ] Fayrnent Method { Eligible Far EF
Federal E2.606 38,506 4,923 2.093 0 Receive Check e
MCD 400 73,026 50526 2,824 0 112 Check or CC 0
N i | ¥

EF Meszages - Double click on any highlighted item in the list below ta fis the problem:

Package | Code ] Description - [right-click for full description]

Federal B3R0 A PIM signature is required for all returis to be e-filed. A PIN has. ..

4 | T | p
Feturn Motes: Fee Tupe I Amount
Child Tax Credit cannot be taken for a child over age 16 Preparation Fee $265.00

MC Electronic Filing MOT allowed - See Mezsage Page

o« I | ¥

DCM: 00-777777-01901-2

i i |+ Total Tax Refund: 2.981
Current Program:;  Calculation Complete SEE MESSAGE PAGE

Continue

Drescription; Fresz <EMTER > key or Click Here to Continue
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VIEWING AND PRINTING THE RETURN

View or print tax forms generated for the returmnfrtheHome window or from data entry within
areturn.

To View or Print a return anytime from tb&ta Entry Menu, click View or press €RL + V to
calculate the return and view. To print the retwtitk Print or press CRL + P.

To View or Print a return outside of data entriclcNMiew or Print from the toolbar on thelome
window.

ENHANCED VIEW/PRINT MODE

Enhanced mode allows viewing and printing fromgsame window and makes it easier to see
how the printed return will lookenhanced View/Print mode is the default view/print mode

in Drake. It consists of five main components, diégd next and labeled in Figure 52 on
page 94:

1. A toolbarwith the following options:
. Data Entry — Leave View/Print mode and return to fbata Entry Menu
. Print — Select options to print, print to PDF, or ensalected pages of the return
*  Setup— Choose View/Print setup options such as fornpertes, color and order

. Archive — Create archives of different return scenaried dan be reviewed,
restored, or deleted at a later time (“Archive Mgerd on page 99)

. E-mail — Encrypt and attach a PDF of selected forms te-amail message

. Refresh— Update the viewed return to reflect any chamgade by another preparer
working in the open return

. Basic View— Switch to the cascade view or “Classic” moderfrorior years

* 8615 Export— This option is available only on returns wittpgadents under age 24
. Help — Access Drake Help

. Exit — Exit View/Print Mode

2. A viewing toolthat allows zooming and scrolling. Click arrowsnove through the
return; click theZoom icon to zoom in or out.

3. Category tabgroup documents within a return; select a tali¢anall documents within
the category on the tab.

4. A tree viewshowing all documents in a return that can be eapd or collapsed. Click the
plus sign (+) to expand the list of forms. Clicletiminus sign (-)I to collapse the list.

5. A viewing panethat displays a preview of the selected document.
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Figure 52:Enhanced View/Print mode

Drake 2011 View/Print Client Return | Taylor, Joseph & Miche (400001901)
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Viewing in Enhanced View/Print Mode

To view a document iEnhanced View/Print mode:

1. OpenEnhanced View/Printfor a return. Théll Forms tab is shown by default.
2. Expand the tree view as needed and click the ndadasm to view, or use the arrow
keys to navigate the forms list.

NOTE

View/Print mode”.

Message and Notes Pages

To view a form, click the form name; do not select the box next to the form.
This is a printing function and is described in “Print from Enhanced

When you view a return, a red EF MESSAGES page Inegyresent. These pages are
created when a return has certain issues that wiawuige an IRS or state rejection. Each
page lists the error code and a brief descriptiomelp you resolve the issue. When these
issues are resolved, the return is ready for @leitifiling. You cannot select a return for
electronic filing that has a red EF MESSAGES pamgthé forms list of a return.
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Similarly, the yellow NOTES page provides remindersips about the tax return but it
does not prevent electronic filing of a return.2Bke read the notes pages for pertinent
information.

Print from Enhanced View/Print Mode:

Print Selected Forms
To print selected forms and other documents fEarhanced View/Print mode:

1. OpenEnhanced View/Printfor a return. Thll Forms tab is shown by default.

2. Collapse or Expand the tree view as needed, tHeatdke forms to be printed by
selecting the box next to the form. To print alifis in a set, select all of the
boxes in the tree view undatl Forms. See Figure 53 below.

Figure 53:Tree View with print selections

AllForms | Sets | EF |
El"E‘f} " Federal
@ MESSAGES

EFSTATUS
1040

[

SE

2441

BaE2

4562

9325

=] ] 5 Miscellaneous
B "5 Morth Carolina

NDTE If the main box of a set is selected, all sub-boxes are automatically
selected.

3. Press GRL + P or clickPrint > Print Selected Form(s)to open therint
Selectiondialog box. See Figure 54 on page 96. (If you diekarrow next to the
Print icon, selecPrint Selected Forms)

4. Select any printing options, as appropriate, showthePrint dialog box.

5. Click Print.
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e Select Print “Client Set” Watermark  or Print “Preparer Set” Watermark
NDTE to add watermark text to the paper copies of your printed forms.
e In Drake Software, use Enhanced View/Print mode to simultaneously
create a paper copy and an electronic copy of a tax return. Select Send to
DDM from the Print Selection dialog box to send a PDF of the selected
forms to the Drake Document Manager.

Figure 54:Print Selection window

Drake 2011 - Print Selection

Print Dialog
- Select desired printer.
- Uze Properties’ to further configure printer directly,
- Use 'Settings' to configure Drake-specific options.

Frinter: Npite Al Properties
Tray: [Main paper source | Settings
Murber of copies:

] [ Print a customn watermark,
Diuplesx: |— |
Staple: r I~ Print "Client Set' watermark
~ DM Partal Optians- i i '
[ SerdtaDDM [ Print 'Preparer Set’ watermark

I~ Send to portal

Frirt | Cancel

Print Selected Forms to PDF Document

A file saved in Portable Document Format (PDF)nskectronic copy of the
document, which can be opened with Adobe ReadekdSoftware makes saving
tax returns efficient with the integration of theaRe PDF Printer and the Drake
Document Manager.

To print selected forms To PDF froEmhanced View/Print mode:

1. OpenEnhancedView/Print modefor a return.

2. Collapse or Expand the tree view as needed, tHentske forms to be printed to
PDF by selecting the box next to the form. To paihforms in a set to PDF,
select all of the boxes in the tree view.

3. Press GRL + D or clickPrint > Print Selected Form(s) to PDF Documento

open thePrint Selection dialog box.The Drake PDF Printer will appear ia th
Printer field.
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4. (Optional) If you would like to add a password flmcument security, select
Password Protect The default password is the first four lettershaf client’s last
name and the last five numbers of the client's &N/ Type a different
password if desired. See Figure 55 below.

To change the default password, log in as Admin or a preparer with Admin
NDTE Rights and go to Setup > Options > Administrative Options tab. Review
the PDF Password Options and make a selection.

You may encrypt PDF files created by the Drake PDF Printer, requiring the
entry of a password before the file can be decrypted and opened.Once the
document is password protected, Drake cannot recover the password.

5. Click Print.

6. TheSave Asdialog box opens with the default Drake Documeani&ger (DDM)
current year folder for the client. Select a diietrlocation to save the PDF and
assign a filename if desired.

7. Click Save

Figure 55:Print to PDF Selection
Drake 2011 - Print Selection

Print Dialog
- Select desired printer.
- Use 'Properties to further configure printer directly,
- Uze "Settings’ to configure Drake-specific options.

Frirter:
Tray: |Main paper source lJ Settings
Mumber of copies: |4

[ Print & custom watermark,
Duples: ™ |
Staple: i

I Print 'Client Set' watermark
— DDM P artal Options - .
[ Print 'Preparer Set’ wabermark

I~ Send to portal

i.Password Protect: [ Enter password: {taylﬁfSD'l

Fritit | Cancel

NDTE Drake allows you to create a custom watermark “on the fly” when printing
selected forms to PDF.
Print Sets of Forms
To print specific sets of a return frademhanced View/Print mode:
1. OpenEnhanced View/Print mode for the return. Thall Forms tab is displayed

by default. (See Figure 53 on page 95.)
2. Select theSetstab. All applicable sets in the return are disptayn the tree view.
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3. Select the sets to print.

4. Click Print to open thérint Selection dialog box. See Figure 54. (If you click
the arrow next to thBrint icon, selecPrint Selected Forms)

5. Select any printing options, as appropriate, shimithePrint dialog box. Click
Print.

NDTE Default printer sets are established in Setup > Printing > Printer Setup
See “Printing Sets and Print Order” on page 35 for more information.

Quick Print a Single Form

Enhanced mode allows you to print whatever docurisesurrently in view. Printing a
single form in this manner is referred tocasck printing

To Quick Print a form fronEnhanced View/Printmode, press GRL + Q or select
Print > Quick Print.

VIEW AND PRINT IN BAsic MODE

Basicmode is a View and Print mode that displays arectmled cascade of forms. Many of
the same functions that are availabl&mhanced View/Print mode are available iBasic
Mode, just with a different type of interface. Tiew a form inBasic mode, double-click the
form. To print a form iBasicmode, clickPrint Mode on the Basic Mode toolbar and use the
UpP ARROW, DOWN ARROW Or SPACEBAR to select forms to print.

Switch From Enhanced Mode to Basic Mode
Click theBasic Viewbutton on the toolbar iEnhanced View/Print mode to switch to
the cascade of forms knownBasicmode. FronBasicmode, click th&Enhancedbutton
on the toolbar to view or print iBnhancedmode. See Figure 56 below.

Figure 56:Basic and Enhancelbolbar Buttons

F O

Bas.ic Wiew Enhanced
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ARCHIVE MANAGER

TheArchive Manger allows you to archive returns and to review, restor delete the
archived returns. This means you can save varietsons of a return, such as an amended
and the original return. Th&rchive Manager is accessible from both Basic and Enhanced
modes.

N Archives are saved as PDF files and can be accessed and viewed from the
DTE Drake Document Manager (DDM). Select Archive > Document Manager
to access the DDM.

Creating an Archive
To create an archive of an open return:

1. FromEnhanced View/Print mode, seleciArchive > Archive Client Return. See
Figure 57.

2. IntheArchive Client Return dialog box, enter a description of the archivéel find
click OK. See Figure 58 on page 100.

3. After the program has created the archive, diitk. The program adds the archived
return to theArchive Manager list.

4. To view the PDF of the archive, access the clieluter in the Drake Document
Manager. See “Drake Document Manager” on page 206.

Figure 57:Archive Speed Button

Drake 2011 View/Print Client Return | Taylor, Joseph & Miche {ﬁﬁﬂ'ﬂﬂlgﬂlj

21

B =, g B = . G

Drata Enitry Print Setup | Archive E rmail Refrezh

Select Forms o Wiew, Print R R N

Archive Client Return

All Forms | Sets | EF | Federal Archive Manager iy

O - | =
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Figure 58:Archive Client Return dialog box

Drake 2011 - Archive Client Return

Archive Client Beturn
Please enter a description for the archived file. The description iz
uzed in the Document Manager and in the Archive M anager bo help
identify specific archives.

Enter a dezcriptian far the archived file:
Ex: 'Original A eturn before Amending'

|Elrig|inal Return

k. Cancel

Restoring an Archive

When you restore an archive, you replace the opesion of a return with an archived
version. Drake recommends that you preserve tistilegiclient data before restoring an
older version of a return. A prompt will suggesdttirou archive the latest version of a
return before restoring an older version.

To restore an archive:

1. FromEnhanced View/Print mode, selecArchive > Archive Manager.

2. Click the row of the archive to restore. See Fidifie

3. Click Restore A program prompt suggests that you create a melee of the
current version of the return.

4. Click Yes TheArchive Client Return dialog box is opened so you can name and
save the new archive. See “Creating an Archivepage 99.

5. When the restoration is complete, cliok .

Only one version of a client return may be open at a time. Therefore, when
NDTE an archive is restored, it overwrites the existing client file. You will be
prompted to create an archive of the current version of the return before the

selected archive is restored.
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Figure 59:Archive Manager

e

Drake 2011 Archive Manager

oM = © {1

Archive Dell= | Print | Help  Exi
Archive Description | Date |
Original Return 034542012 114253 AM

E-MAIL FROM VIEW/PRINT

TheE-mail button allows you to e-mail tax returns directlgrh bothBasic andEnhanced
View/Print modes.

Setting up Preferences

Before e-mailing returns from within Drake Softwaset up e-mail preferences
(optional). These settings will be applied &k e-mailed returns. To setup e-mail

preferences:

1. Open any return.

2. Click View or Print to access View/Print mode.

3. Click E-mail > E-mail Setup. See Figure 60 below.

4. In the E-mail Setup dialog box, select your prefdre-mail program from thgelect

E-mail Method drop list.You may choose to use your default elpraigram (for
example, Microsoft Outlook) or the Drake E-mail gram. See Figure 61 on
page 102.

To include a defaulEc or Bcc address, type the address in the field ufderail
Default Settings It is not recommend that you enter a defaaladdress.
Make any desired changes to the default message.
Click Save (Or click Exit to leavee-mail Setup without saving changes.)
Figure 60:E-mail Setup
= - @ | h_; ] o (2)
Archive I_En'_n_ail _ Refresh  BasicYiew 8615 Export Help
Ernail to Client {using Windows default ernail) p?
Ernail to Client (using Drake ernail)

Wurksheeé

Email to Drake Support

Email Setup
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Figure 61:E-mail Setup Window

Drake 2011 Email Setup

-

Email Setup

The Email Setup screen iz uzed to define the default text, subject and additional recipients that you wizh to
include. Enter the information requested below and click 'Save’,

i~ Email Preference
Select Email Methad: Idze Drake Software Internal Email l]

E mail D'escription: Ernail will be zent using Drake Software's intermnal email zoftware under Help - Email.

Email Default Settings

To.. |

Cc .. |

Begi., |

Subject; i2I:I11 T ax Return [nformation

attachrent(s]): v warn if attachment not included

Attached iz a copy of vour 20017 Tax Return. -

To pratect yaur privacy, the attached document iz encrppted and can only be opened by providing the
corect pagzward. The default pazsword iz the first 4 characters of vaur lazt name [lowercase with no
gpacesz] followed by the lazt & digitz of pour S5M,

m

Adobe Acrobat Reader Yerzion 7.0 or later iz required to view the attached document. ou can
download Adobe Reader for free at http: /v adobe. comdproducts/acrobat readstep. html

Thiz email [including any attachments] containg PRMILEGED AMD COMFIDEMTIAL INFORMATION
protected by federal and/or state law and iz intended only for the uge of the individual(z] or entity(iez]
deszignated az recipientz]. The infarmation contained within thiz email should not be construed as tas e

Help | Save Exit

Emailing a Return to a Client
To send a return to a client frofmhanced View/Print mode:

Open the return.
Click View or Print to access View/Print mode.
Select the forms to be included in the e-mail.

PwbdPE

button to choose a method. See Figure 62 below.
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Figure 62:E-mail to Client

2 ®[CO & ¢ ©
Archive I_;rr@il _ Fefresh  Basic%iew 8615 Export Help
Email to Client (using Windows default email)
Ernail to Client (using Drake email) P

M Email to Drake Support

Ernail Setup

5. ThePassword Protectdialog box is opened, showing the default password

You may replace the default password with a new one; however, if you do
NDTE this, be sure to write the password down so you don’t forget it. Drake
cannot recover a forgotten password.

The client must know the password in order to open the return.

6. Click OK.The e-mail message opens in the desired e-majlamn, with the selected
return documents attached.The client and spouseileaddresses are automatically
shown in theTo field, if they were entered on screkrnSee Figure 63 on page 104.

7. If necessary, type your message to the clientk@end
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Figure 63:Drake E-mail

Drake 2011 - Email - Compose Message _E|_| =] '

s I"‘ | r
I"‘,? - Ill_J ..ﬂl Iiri

To Attach  Help Exit

Ta JItheta_l.JlorS@emaiI.net Attachments
Send Cc | 2011 Tax Returm Documents. PDF

Bro Jl

Subject: ]2011 Tax Return Information

Attachments: Add

Attached iz a copy of vour 20711 Tax Retumn.

To protect pour privacy, the attached document iz encrypted and can only be opened by providing the caorrect pazsword. The default
pazzword iz the first 4 characters of pour last name [lowercaze with no spacesz) followed by the last 5 digits of your S5M.

Adobe Acrobat Reader Verzion 7.0 or later iz required to view the attached document. “ou can download Adobe Reader for free at
hittp: /vy, adobe. comAproducts, acrobat freadstep. html

Thiz email [including any attachmentsz] containg PRIVILEGED AMD COMNFIDEMTIAL INFORMATION protected by federal and/or state law
and iz intended only for the uze of the individual(z] or entity(iez] designated as recipient(z]. The information contained within thiz email should
not be conztrued as taw advice. I you are not an intended recipient of the email, pou are hereby notified that any dizclosure, copring,
distribution, or action taken in reliance on the contents of this email is strictly prohibited. Disclozure o ampone other than the intended
recipient does not constitute a waiver of any applicable privilege.

You have the option of attaching other types of files with the Drake E-mail
NDTE Program. Click Add and browse or search for the desired file.

The Drake E-mail Program can also be accessed outside of return data
entry by going to Help > E-mail from the Home window. See the E-Mail
section of the Support Resources chapter for more information.
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Review Questions 4

Answer the following questions. See the next pagahswers and explanations.

1. Data entered is this type of field, preceded byettpeal sign (=), appears in red by default ancdaegd
program calculations:

a) Adjustment field
b) Override field
c) Direct Entry field
d) Flagged field

2. Which view and print mode allows viewing and pmigfifrom the same window?

a) Enhanced mode
b) Basic mode

c) Classic mode
d) PDF mode

3. Which of the following is true about NOTES pages?

a) NOTES pages appear in yellow when you are viewingtan.
b) NOTES pages provide electronic filing warnings.

c) NOTES pages prevent electronic filing.

d) NOTES pages cannot be turned off.

4. What two screens in the software must contain kilel care expenses?

a) Screenl and2441screen

b) Screer2 and2441screen

c) ScreerB3 and theMISC screen
d) Screend and screen

5. What is the first step when archiving a return?

a) FromData Entry, selectArchive > Archive Client Return

b) FromView/Print mode, selecArchive > Archive Client Return
c) FromData Entry, selectDoc Mgr > Archive Client Return

d) FromView/Print mode, selecArchive > Archive Manager
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ANSWERS PART 4

1. The correct answer I¥) Override field. Data entered in these fields replaces, or overrjplegram
calculations.

a)is incorrect. Adjustment fields are preceded by(the) symbol and adjust program calculations by
the amount entered.

c) is incorrect. Direct Entry fields carry the ambentered to the specific line number or form
specified next to the field.

d) is incorrect. Flagged fields require verificatiogftre the return can be filed and are set by the
preparer within a single return or globally for adlw returns.

2. The correct answer & Enhancedmode. Enhanced mode allows viewing and printingiftbe same
window and makes it easier to see how the prirgdadm will look. It is the default view/print mode.

b) is incorrectBasicmode displays a color-coded cascade of forms thanyust view and print from
separate windows by clicking thew Mode andPrint Mode buttons on th&asicmode toolbar.

c) is incorrectClassic Modeis available by clicking th€lassicbutton when irBasicmode.Classic
mode is a view/print mode that simulates DOS dateye

d) is incorrect. A preparer may print to PDF whileFrint Mode using PDF995 or DrakePDF.

3. The correct answer &) NOTES pages will appear in yellow when you arei@wing a return. A
NOTES page appears in yellow in View/Print modeijlevan EF MESSAGES page appears in red.

b) is incorrect. An EF MESSAGES page provides eledtréiing warnings. A NOTES page is used
to display reminders or tips.
c) is incorrect. An EF MESSAGES page prevents eleatrfiing when present in a return.

d) is incorrect. To turn off NOTES pages, GdSetup > Options >Optional Documentsab, remove
the check mark from th&enerate notes page when applicableox.

4. The correct answer I¥) Screen 2 and 2441 screeknter child care expenses on scr2dtheDepen-
dentsscreen) and on tH&41screen Child & Dependent Care Expenseps
a)is incorrect. Screehis theName and Addressscreen, and child care expenses are not entered he

c) is incorrect. Screedis thelncome screen and thelISC screen is used to enter miscellaneous
codes and notes.

d) is incorrect. Screef s correct but screeh(Adjustments) is not used to enter child care expenses.

5. The correct answer I8 From View/Print mode, select Archive > Archive dient Return. You are
able to archive the client return from eittltgthancedor Basic View/Print mode by clicking the
Archive button and selectingrchive Client Return. You will give the archive a description, then
click OK to save the archive.

a) is incorrect. You do not have the option tchare a return from within data entry. You mustitve
View/Print mode.

c) is incorrect. Whereas you can access the DoculManager from Data Entry, clicking tioc
Mgr button does not give you access to archiving ametu

d) is incorrect. You must first archive the clieaturn before accessing it in tAechive Manager.
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File the Return Electronically

Electronic Return Originators (EROs) can file fedend state tax returns electronically throughkiera
Software. Becoming an ERO requires some presedaonipg but pays off when tax season arrives.

APPLYING FOR AN EFIN

If you do not have an Electronic Filing Identifitat Number (EFIN), Drake assigns you a
temporary EFIN. A temporary EFIN allows you to éteaically file test returns and gives you
access to Drake Internet tools. If you have naeaaly received a temporary EFIN, go to
www.DrakeSoftware.comnd register your 2011 Evaluation software. A terapy EFIN, account
number and password is sent to you via e-mail.

To transmit live returns, you must become an Etedtr Return Originator (ERO) and obtain an
EFIN. Complete and submit Form 8633, ApplicatiorPtticipate in the IRS E-File Program.
Preparers who are not CPAs or EAs must includagefprint card with their application.
Established EROs do not need to file Form 8633 gboechange the original information in the
application.

You can obtain a Form 8633 from Drake Softwareomfthe IRS:

* From the menu bar in Drake, sel@obls > Blank Forms From thdndividual tab, print the
8633 and 8633, page 2, or

» Log on to the IRS web site atvw.irs.gov.
You can obtain fingerprint cards to submit with fFRo8633 from Drake Software or from the IRS:

» Call Drake Support at (828) 524-8020, or
* Contact the IRS.

Applications to become an authorized electronirfire accepted throughout the year. The IRS
encourages all prospective EROs to apply as soponssible as processing and background
checks can take up to 45 days.

Some states require a separate application for electronic filers.

NOTE

For more information, go to the Drake Support Web site at
Support.DrakeSoftware.com, and from the Resources drop list, click
Federal/State Facts and select your state from the drop list.

VERIFYING EF SETTINGS

After obtaining a temporary or live EFIN, entemitSetup > EROalong with your Drake account
number and password. An Internet connection isra@guired to electronically file. Make
adjustments to th€onnection Settingsportion of the screen if necessary.
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Before transmitting live returns, review tBetup > Options EF tab. These options allow you to
customize your EF process. See “Setup Options"aye 26.

PREPARING THE RETURN FOR ELECTRONIC FILING

Before you electronically file a return, it mustdigned electronically and, if necessary, any retur
transmission overrides must be designated. Alspremaining EF Messages must be cleared.

SIGNING THE RETURN ELECTRONICALLY

All electronically filed returns must first be siggh by the taxpayer (and spouse if it is a joint
return) and by the preparer with a Personal Idieatibn Number (PIN). To electronically
sign the return with a PIN and produce Form 88TRS-e-File Signature Authorization,
complete thé’IN screen in data entry. The 8879 generated musdtifieg and signed by the
taxpayer and then retained in the tax preparefiseofor three years.

To complete th&IN screen, first set up a PIN Rreparer Setup For details on setting up a
PIN, see “Return Signature Options” on page 23.

By default, the software generates the PIN fortéixpayer and spouse. If you prefer the
taxpayers to determine their own five-digit PIN,tg&@etup > Options EF tab to disable the
Auto-generate taxpayer(s) PINfeature.

To electronically sign the Taylors’ return and ramdhe PIN signature EF Message page,
complete the following steps:

1. From theData Entry Menu, typePl Ninto the selector field and pressiER, or click
PIN 8879/8878 e-file Signature@n the right side of the screen.

2. Enter today’s date in thHelN Signature Datefield or press AT + D to insert today’s
date. PressAB.

3. Enter theERO’s PIN Signature. The PIN entered must match the PIN designated in
Setup > Preparerfor the preparer selected on scrédn data entryPreparer #field.
Press AB.

4. Press Bcto save and exit theIN screen.

Figure 64:PIN Screen
Drake 2011 - Data Entry (400001901 - Taylor, Joseph 8 Michelle - 400001902) Soeen HEI|:1 |i =] |

Signature Page for Paperless PIN Returns

PIN signature date.........o... 03-22-2012 ERC's PIN signature............. FhEEE

Under penalties of perjury, | declare that | have examined this return ... ; For a full version of the ERO’s jurat, press F1
in the PIN field. By entering your PIN, you (the ERO) are stating that you have read and agree to the full version of the
jurat.

2350/9465/56 only - Prior year AGI

Taxpayer's PIN signature.........ccocvvuene 01501 Taxpayer entered: [ TP:
Spouse's PIN signatire.......o.oen. 01502  Spouse entered: [ SP:

Under penalties of perjury, | declare that | have examined this return ... ; For a full versicon of the taxpayer's jurat, press
F1in the PIN field. By entering your PIN, you (the taxpayer/spouse) are stating that you have read and agree to the full
version of the jurat.
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NDTE After entering the date, pressBrto automatically fill the taxpayer’s PIN,
and on a joint return, the spouse’s PIN.

DESIGNATING EF OPTIONS

By default, Drake transmits the 1040 and all staterns eligible for electronically filing. The
EF Options Override screen allows you to make specific transmissiariagls for each
return.

Open the Taylors’ return, tydeF into the selector field, pressvEER, and review this screen.
With your cursor in any field, press F1 for fielgegific information.

To customize the electronic filing process for tume, make one of the following selections:

* IntheReady for EFfield, enterX when the return is ready for electronic filingo(T
activate this feature, go fetup > Options EF tab and seled®equire ‘Ready for EF’
indicator on EF screen)

* IntheFederal E-file Override section, enteX in the appropriate federal return or form to
transmit. To transmit state returns only, se@etNOT send Federal

N To exclude the federal return from electronic filing, you must select the Do
DTE NOT send Federal box; otherwise, the federal return is included for
transmission, if eligible.

* |n theState E-File Overridesection, select the state to transmit fromSke&ect
state/cities to e-filedrop list. Leave these fields blank if you are mahsmitting a state.

» Select any additional states to be transmitted thighreturn.

* In theSuppress All E-Filesection, select the box 8uppress Federal/State EF and all
Bank Productsto suppress electronic filing and bank productdtie return.

NDTE To exclude state returns from electronic filing, you must select Do NOT
send any states ; otherwise, all eligible states are transmitted.

Review theAdditional Options.
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Figure 65:EF Options Override

Drake 2011 - Data Entry (4000014

. The return i1s marked ready
EF Selection Screen

for electronic filing.

i.BGZ]

|1"‘ = Ready for EF | PROGRAM DEFAULT:

FEDERAL E-FILE OVERRIDE:

Select one of the options below:

The fransmission
includes the
Federal 1040

I 4888

[~ 2350

[T 9465 only
[T 56

Erhe|

ALL federal and state forms that are ELIGIBLE will be e-filed.

STATE E-FILE OVERRIDE:

Select the states/cities to e-file:

Soeen Help |E|E@

| =1 | =]

I 2 I | = | =]

ll i : - The taxpayer will

| = = not e-file a state
S return.

[~ Do NOT send Federal

|f~7 Do NOT send any statesl [

Tip: To send a federal form and NO state forms,
select the 'Do NOT send any states’ box in the
State E-File Owerride section to the right.

SUPPRESS ALL E-FILE:
I Suppress federal'state EF and all bank products

ADDITIONAL OPTIONS:
™ Return not eligivle for a bank product
[ O

Form 8453 Paper Document Indicators
T Annendi & ™ FnrmAPR

Tip: |f you do not make a state selection abowve,

all eligible states will be e-filed.

Calart all nancr Anrimant indicatnre that annh: Far

Press Bcto return to théata Entry Menu.

CLEARING EF MESSAGES

Finally, before a return is eligible for electrofiling, all EF Messages must be cleared. For
details on EF Messages, see “Message and Notes"Ragpage 94. Before you attempt to
e-file a return, verify that all messages are @dand that the return is eligible for electronic
filing on theCalculation Resultsscreen. See Figure 66 on page 111.
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Figure 66:Eligible for Electronic Filing

Drake 2011 - Calculation Results - (400-00-1901 - Taylor, Joseph & Michelle)
Summary ] Details |
| Total Income | Taxable Income | Total Tax | Refund | Balance Due | Payment Method | Eligible For EF
Federal 68606 38.506 4923 3.033 0 Receive Check @
MNCD400 73026 50 526 2.824 a 112 Check or CC @
‘ ) . T ) - =k
EF Meszages - Double click on any highlighted item in the list below to fix the problem:
Fackage Code Description - (right-click for full description)
4| ] T 1 | [
Fieturn Motes: Fee Tupe Amaunt
Child Tax Credit cannat be taken for a child over age 16 Preparation Fee $265.00
] 1 b
DCN: 00-777777-01901-2
< i, | * Total Tax Refund: 2,981
Current Program:;  Calculation Complete Eligible For E_F.
Back LContinue
Description: Prezz <EMTER> key or Click Here to Continue

ELECTRONICALLY FILING RETURNS

The following section covers the steps requirefiléareturns electronically in Drake:

1. Selecting returns,
2. Transmitting returns, and

3. Processing acks (acknowledgements).

Figure 67:EF Menu

Ilj) Drake 2011 Tax Software
File Tools. Reports Last Year Data Setup H
Select Returns for EF Ctrl+5
Transmit/Receive Ctrl+T
Gpen Process Acks
R Check Print
| Check Register i
Le Search EF Database
i Copy EF Returns to Disk
E'_ Copy EF Returns from Disk
Cix
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SELECTING RETURNS FOR EF

1. From the menu bar, go EF > Select Returns for EFor press @RL + S.

2. TheEF Return Selectoris displayed. See Figure 68 on page 112. A seleetindow
lists all recently-calculated files that are eligilfior electronic filing. Use the arrow keys
to scroll through the list of returns.

3. Click the check box to select the desired retufifishere is no check box, then the return
is not eligible for e-filing.)

4. After selecting the returns, clidBontinue. A report lists all returns included in the
transmission. Sele&rint to print the report. Cliclexit to close.

Double-click a return to view the EF Transmission Detail screen, where
NDTE electronic filing specifics can be finalized.

The Calculation Results screen includes an EF Select button that allows
you to place a return directly into the queue for transmission. Go to Setup >
Options > EF tab, select Allow selection for EF from the Calculations
results screen .

Figure 68:EF Return Selector

Drake 2011 - EF Return Selector | = ==

EF Return Selector
The EF Feturn Selector allows wou to select clients for e-fiing. To include a client for tranzmizsion, place a checkmark in the box ta the left of the Client's [D
MNumber. Double-clicking on a client will allove you to modify the EF documents that are selected for transmission. After making the appropriate selections.
cl|c:k Contlnue to complete the process.

I ID Number I Client Hame | Status | EF Documetts | Fed. Bal .. I Fed. Refu... | Method | Last Calc: | EFIM I il

EDUUUWUE TDW’NSEND WATS... Nc-EFDon:u : ?????? #
[C] 400001001 Peony, Rachel Ready ForEF 1040 3762 03/23/2M2.. 779777

TRANSMITTING RETURNS

Transmitting tax returns and receiving acknowledgiméalso known as “acks”) is a simple
process. It takes just a few clicks to electromjctile returns to the IRS and the states.

All returns transmitted through Drake are forwardiethe correct IRS Service Center. Drake
sends an immediate “P” ack, acknowledging a subwdsansmission. (The “P” also indicates
that the transmission is being “processed.”) Afiter IRS (or a state) receives and processes
the forwarded return, Drake receives acknowledgésniadicating the return was accepted
(A) or rejected (R). The acknowledgements are fhemarded to the ERO to pick up the next
time the ERO makes a connection to Drake.

To transmit returns:

1. SelectEF > Transmit/Receiveor pressCTRL + T.

2. TheTransmit/Receive Filesdialog box is opened (see Figure 69 on page 118yjqing
five options:Review Send/ReceiveAcks Only, Help, andCancel
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Figure 69: Transmit/Receivéiles

Drake 2011 - Transmit/Receive

Transmit / Receive Files
Thiz gcreen iz uged to e-file returms and receive Federal and State acknowledgements from Dirake
Software. The Files far EF izt containg a summary of files that will be transmitted. Usze the Review
buttan for & detailed lizt. Tao receive acknowledgemeants without tranzmitting, use the Acks Only buttan,

i~ Files for EF
IRS File[1] Revigw

-Communications -

Send/Receive

i

Acks Orly

Help Cancel

EFIN:F77777 Intemet: LAN, RAS Tnstalled

Review

Use this option to review the transmission file amchove any returns before connecting
to Drake.

1. To review the manifest, clicReview See Figure 70 on page 114.

2. Toremove all returns from the transmission filegkcSelect AllandRemove
Selected returns are removed from the transmigg@rTo transmit all the returns,
click UnSelect All Click to choose single returns for transmissiengmission).

3. Click Cancelto return to thdransmit/Receivedialog box.
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Figure 70: Transmit File Editor

Drake 2011 - Transmit File Editor
Transmit File Editor
Thiz screen is uged to review and remove files that have been selected for
electronic fling, Select the returns to remaove from the transmizsion process.
Fieturns that are not zelectad will be electronically filed,
 Contents of IRS File [1]
Marne: ] 55N | Tepe
[C1JAMES BILL B00007 002 1040
Select Al UnSelect &l Remave Cancel
Send/Receive

Use this option to connect and transmit the fild ampick up federal and state
acknowledgments, bank product acknowledgments kchethorizations, and e-mail.

Click Send/Receive
The Declaration Control Record opens. Cliint.
Click Continue.

The program connects to Drake, completes the trisgmm, and automatically
disconnects from Drake after the transmission mpete. See Figure 71 on
page 115.

A
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Figure 71:Transmit Success

Drake 2011 - Transmit/Receive

Tranzmit / Receive Files
This zcreen is uzed to efile returnz and receive Federal and State acknowledgements fram Drake
Software. The Files for EF list contains a summary of files that will be hansmitted.  Use the Review
button for & detailed list. To receive acknowledgements without tranzmitting, use the Acks Only button.

i~ Files far EF

Review

i~ Commurications -

Logging inta Drake Software secure server... Send/Receive
Checking for acknowledgements. ..
Mo acknowledgements available.
Transmitting files to Drake Software...
Success.

Checking for acknowledgements...
Fietrieving files...

1 acks retrieved.

Checking for email...

dil.

Bcks Orly

EFINF77777 Intemet: L&N, RAS Installed

Acks Only

Use this option to pick up federal and state ackadgements, bank product
acknowledgements, check authorizations, and e-Maifiles are transmitted to Drake.

1. Click Acks Only.
2. The program connects and retrieves the acknowledgem

PROCESSING ACKNOWLEDGEMENTS

Every successfully transmitted tax return receaesicknowledgement. EROs transmitting
through Drake receive:

» Process acknowledgements to indicate the transmisgis received: (T) for test
transmissions and (P) for live transmissions

» Federal acceptance or rejection acknowledgements

» State acceptance or rejection acknowledgementsn(@lstate return is electronically
filed)

» Bank acknowledgements to indicate if a bank protiastbeen accepted or rejected, when
checks are ready to print and when funds have depaosited
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Any available acknowledgements are received wherefRO connects to Drake, whether or
not the ERO is transmitting files. To process andt@acknowledgements, seldef >

Process Ackson the menu bar. Processing acks posts them tBRH2atabase, where details
can later be reviewed. See “Searching the EF Dagdlmm page 117 for details.

The acknowledgement report displays:

» Social Security Number of primary taxpayer

» Declaration Control Number (DCN) of the transmitteturn
* Refund due on the return

» Acceptance or rejection code

* Number of errors recorded

» Two-letter state code for the state return

Figure 72:IRS Ack Report

Report Viewer - IRS-ACKS.TXT

- ~ | ©®

Export

© © n

= 2 =]

Print First Previous INext Last Exit
IRS ACK files processed
DEAFE SOFTWARE
ACK Issue Date @ 03/23/2012

85N DCH Pmount Acc/Date Dup PIN ST

500001002 0077777010022 700 A 03/23/2012 0 ]

BECAP Batch I.D. Accepted Duplicate Rejects Duplicate EET
0 0 0 0 0

DBT 8836Req Name

JRMES, BILL

When the acknowledgements are processed, they tadkie EF Database for future
referenceEF Reports can pull information from this database. (Rsports > Report

Manager.)

PRACTICING ELECTRONIC FILING

Practice filing electronically by sending a few maeturns. Open and calculate the test returns
provided in the software (400-00-1001 through 406009 and 500-00-1001through
500-00-1008). View the returns for EF MESSAGES padfethere is a message, correct the error

before calculating the return again.

WARNING!

Do not transmit any test returns that contain Social Security Numbers other
than those in the 400-00 and 500-00 series included in the software. Any

other returns are processed as actual tax returns and the ERO could be

charged with filing fraudulent tax returns.
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SEARCHING THE EF DATABASE

The EF Database contains information about alrnstthat have been electronically filed.

To view your EF Database, sel&d > Search EF Databas®n the menu bar. Use one of the
following methods to search:

» Type the SSN, EIN, or name of the primary taxpdyéthout spaces, dashes, or
additional characters). Press1ER or click OK.

 Leave theSSN/EIN/Name to search foffield blank and clickzo. Press RGE Up or
PAGE DOWN to browse the EF records.

NDTE If there are multiple records for a SSN or EIN, the additional records are
listed in the box at the bottom of the window.

There are four tabs available for viewing with fbkowing information available:
General Information tab — (F1)

» Taxpayer information

» Federal and state acknowledgement codes
» Acknowledgement dates

» Transaction date

* Filing status

» Refund amount or balance due

* Reject codes

» Bank codes and loan status

» Bank check information

Bank/Direct Deposit Info tab — (F2)

e Detailed loan information
» Direct deposit information
e Document Control Number

Fees/Miscellaneous Infaab — (F3)

e Earned Income Credit (EIC)

* Adjusted Gross Income (AGI)

* PINs, firm number, preparer number, ERO number
* Bank distribution fees

Reject Code Lookuptab — (F4) Enter and view the reject code desorpand solution.

Also available from the Search EF Database diatbg b
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F10 - Online DB— Automatically logs into your Online EF Database @pens the detailed EF
information page for the current SSN or EIN.

F5 - Data Entry — Opens the data entry screen for the SSN/EIN digplajo go back to the EF
database from the return, press F9.

VIEWING YOUR ONLINE EF DATABASE

The Online EF Database displays information abtadtenically filed returns in real time. Run
reports on returns, loans, and checks, or searaidotronic filing information for a single SSN or
EIN. Access the Multi-Office Manager (MOM) and vigient Status Manager data for one or
multiple offices.

To access your Online EF Database from within tiare:

1. From the toolbar, cliclSupport. Log on to Drake Support Support.Drakesoftware.cam
2. Go toMy Account > EF Database

To access your Online EF Database from your EFl2a&in the software:

1. Go toEF > Search EF Database
2. Press F10, or click10 - Online DB

INCLUDING BANK PRODUCTS

Bank products work seamlessly with Drake Softwaeeteonic filing. Preparers have several
banks and products to choose from. V&ijpport.DrakeSoftware.com > Partner Programsor
bank details.
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Review Questions 5

Answer the following questions. See page 120 fowans and explanations.

1. Which of the following is true about EROs?

a) To become an ERO, contact the IRS at (866) 255-@@84ask to be added to the ERO list.
b) EROs must request a temporary EFIN from Drake.

c) EROs do not need to file Form 8633 except to chaing®riginal information in the
application.

d) ERO applicants must submit an 8633 within 90 ddytsoseason.

2. The easiest way to learn the electronic filing iezaents for the state of Wisconsin:

a) From the software, go t8etup > Options > Statesab and clickWI > EF Options
b) With the Evaluation disc in the CD drive, cli€ates > Wisconsin > EF Requirements

c) Go toSupport.DrakeSoftware.corand from théResourcedist, choosd-ed/State Factsand
from the droplist, clickVisconsin

d) Call the Wisconsin DOR and request to be placeitsaspproved ERO mailing list

3. How is a federal and state return excluded fromtedaic filing on theEF screen in data entry?

a) Click the box toSuppress federal/state and all bank products
b) Click to clear thel040and state boxes

c) Click theDo NOT send Federabox

d) Remove theX from theReady for EF box

4. Which of the following statements is not true?

a) All returns listed on th&F Return Selectorare eligible for electronic filing
b) Select files to remove from the queue with Tn@nsmit File Editor

c) Send returns to the queue from @a&lculation Resultsscreen

d) Drake can send you e-mail messages during the ¢-dihsmission process

5. What is the best place to get information on traesion, bank, direct deposit, fees, and rejectrinfo
mation on any electronically-filed return?

a) Call Drake Support

b) Call your participating bank

c) Go online tovww.irs.gov

d) Go toEF > Search EF Databasdérom Drake Software

6. The preparer’s PIN signature used to electronicgtiy the return:

a) Must match the PIN designatedS$etup > Preparerfor the preparer selected on Scréen
b) Can be changed throughout tax season accorditng foreparer’s preference.

c) Is not required for returns that will be efiledabatch.

d) Is also used to sign 7216 documents.
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ANSWERS PART 5

1.

The correct answer & EROs do not need to file Form 8633 except to chge the original infor-
mation in the application. For example, if your office has a change of adgréle a new 8633 with
your new office address.

a)is incorrect. This is not how a preparer becomeER®. There is an application process.

b) is incorrect. Temporary EFINs are assigned to pepavho have not yet become EROs.

d) is incorrect. Applications to become an authorigksttronic filer are accepted throughout the year.
However, it is recommended that you apply approxityad5 days before tax season to allow
adequate time for a background check.

The correct answer t§ Go to Support.DrakeSoftware.com, and from the Resources list, choose
Fed/State Facts and from the droplist, click Wiscosin. Information undefFed/State Facts
includes e-filing informationUpdate Notes Form Instructions, and anyShipment Letters.

a) is incorrectSetup > Options > Statesab is for selecting various form preferences.

b) is incorrect. E-filing information is not availabdém the Evaluation CD.

d) is incorrect. You could call the Wisconsin DOR foformation, but there is no approved ERO
mailing list.

The correct answer &) Click the box to suppress federal/state and alank products. This marks
the return as ineligible and ensures it cannotelne alectronically to the IRS.

b) is incorrect. Thd040and state boxes are not selected by default amdfdre can't be cleared with
a click.

c) is incorrect. Clicking th®o NOT send Federabox suppresses federal electronic filing but usles
the selection is made o NOT send Statesall eligible state returns can be sent.

d) is incorrect. While this disallows electronilirfg, it is not the answer in every case sinceRkady
for EF indicator option can be disabled $etup > Options EF tab.

The correct answer &) All returns listed on the EF Return Selector areeligible for electronic fil-
ing. Only returns listed with a check box to the fthe ID number are eligible.

b) is incorrect. You can remove returns from the queitle theTransmit File Editor . Simply select a
return and clickkemove

c)is incorrect. For any eligible return, simply clitieEF Selectbutton from theCalculation Results
screen.

d) During the e-file transmission process, Drake @amsacknowledgements and e-mail. After
transmission, look at the Drakibome screen. Any e-mail received is listed in Message Center

The correct answer @) Go to EF > Search EF Database from Drake Softwar Drake Support per-
sonnel see the same information you see in youd&Bkbase: acknowledgement types, acceptance
and rejection dates, bank product information, iajelct codes.

a) is incorrect. Drake Support can give you trassion information, but there is a resource avadlabl
that can provide you this information around theck| and save you a phone call.
b) is incorrect. The bank has some information,iduabt the best resource for this kind of inforimat

c) is incorrect. You can get no transmission infation atwww.irs.goy but you can get a lot of useful
information, instructions, and form.

Drake Software Evaluation Guide Copyrighted Material



2011 DRAKE SOFTWARE Review Questions 5 | 121

6. The correct answer &) Must match the PIN designated in Setup > Prepardor the preparer
selected on Screen.The software will create a MESSAGE page to preedsttronic filing if the
PIN entered on thBIN screen does not match the PIN entered in PrepatepS

b) is incorrect. The PIN should never be changethduhe tax season per IRS guidance.

c) is incorrect. Each return must be signed eleatedly using thePIN screen before it is eligible for
e-filing regardless of the number of returns tasbat.

d) is incorrect. 7216 documents are signed usia@®NS andDISC screens by the taxpayer, not the
preparer.
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Business Return

In addition to the 1040 package, Drake Softwaréunhes packages for Corporations, S-Corporations,
Fiduciary, Partnership, Tax Exempt, and Estatemsturhis chapter summarizes the basic steps papran
1120 corporate return. To view the completed retapen 400001515.

A complete set of books (a balance statement aravie statement) is the key to creating a busiretas.
The information in the following tables comes frdime income statement and the balance sheet loatthd
end of this chapter. See page 142.

PREPARING THE 1120 EVALUATION RETURN

Begin by creating a hew corporate return.

From the toolbar, clickOpen/New
In the data entry field, type the following EIMO0001516. Click OK.
Click Yesto create a new return.

Select the return type. In this case, sel@&orp.

a > 0w nh e

TypeCust om Col ors Pai nts | nc intheCorporation Name field. Click OK.

CORPORATION GENERAL INFORMATION

Initially, an 1120 return opens to screkrCorporation General Information . Begin
preparing the return by entering the corporatigeseral information. See Figure 73 on
page 124.

The client is Custom Colors Paints, Inc., which we®rporated in lowa on March 10, 1999.
Custom Colors Paints uses a calendar year.

Enter the following field data:

Fields Data
Address 319 Paintbrush Drive
ZIP code 50981
Phone number 555-222-1234
Date incorporated 03-10-1999
State of incorporation 1A
Resident state 0**

**Because only a federal return is necessary for this
example, suppress the state return by entering zero (0)
as the Resident State . If this were a regular return, you
would enter | D as Resident State and enter state
information on screen 2, General State Information.
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Figure 73:Screen 1, Corporation General Information

Drake 2011 - Data Entry (QUGDCIISIE- - Custom Colors Paints Inc)
Corporation General Information

~Mame and Address Information

40-00015146

Employer ID number....

= o =5y

Corporation’s legal name..... custom Colors Paints Inc

DBAOT TI0. e |

i~ General Information
A 1a Consolidated return 851
1b | Life/nonlife consolidated retumn
2 Personal holding company PH
3 [ Personal senice corporation
[~ Qualified personal service corporation

03-10-199%

-

C Date incorporated.............
E State ofincorporation........ Lz

Mark applicable boxes:

[~ Initial return [~ Mame change

[~ Final return [~ Change in address

If not calendar year-

Fizcal year begins............
Fiscal yearends...............

I 52-53weektaxyear ELEC

|Fecord 1 af 1

Address........ State lnfo 319 Paintbrush Drive
(o1 |Des Moines
.5, Address ONLY
State oo Iz ']ZIF‘ ..... 15’-‘931 County....... |po1k
Foreign Address ONLY
Province/State.......... |
PROnER o e 555-222-1234

Miscoode B2
Invoice numbe

Preparer fee

Firm number...........c.oce...c.. = :1'
Preparer nUMBer............ =|H:”E "]
Data entry op #.... e :J'

ERO number...

Press F1 or Right-Click for Help

Press Bcto save the data and go thata Entry Menu.
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INCOME

Corporate income is reported on INEC, Income screen. To open tHacome screen, type
| NC in the selector field and pressiZER See Figure 74 below. Enter the following income

data:
Fields Data

Gross receipts or sales 490,520

Returns and allowances 15,645

Interest Income 695

Gross rental income 29,500

Figure 74:Screen INC, Income
* Drake 2011 - Data Entry (400001516 - Custom Colors Paints Inc) o= ) '
Income

1a Merchant card and third-party paymenis.

1b Gross receipts or sales not reported on line 1a 430520 |
1d Returns and allowances plus any "cash back™ included on fine & ... 15845
2 Costof goods sold Screen

4 Dividends. Screen C
e TR e e L +- £35
B BIOSE TBMIE. oo oo eee et ee e e 23500
T OO DN = e e e e g e U e e 0 +- ,—

10 Other income {see NOTE below)

DT OF CREait TOr 1000 000 TUBTE ..o e o G e s Form 4136
Interestincome on FECEIVADIES. ... e

Recoveries of bad debts deducted in earlier years.
Section 481 adjustments.

State e e (e ash maiey e S S e
Taxabie nCome. o S A E PIOEEEIR. . sy s s ma s e s et s s e 1

Other (itemize).

Ordinary income from Partnerships.

Tax-exempt interest (flows to Schedule K, line § and Schedule M-1, line 7 OMLY).

Deductions for Forms 1120, 1120-C, and T120-H.....oo e Deductions Screen
Net Operating Loss Carryforward from Prior Years. LOSS Screen
Net Operating Loss Carryback from future year or 1o prior Wear. ... e ie s snes e e Screen.

 NOTE

Line 10 information iz used to create the statement for Form 1120, page 1, line 10; Form 1120-C, page 1,
line 3; or Form 1120-H, line T {("Other income"}). The total amount is carried to the form.

Income adjustments from credits from Forms 6478 and 8864 automatically flow to Form 1120, page 1, line
10; Form 1120-C, page 1, line 9; or Form 1120-H, line 7.

Record 1 of 1 Prezs F1 or Right-Click for Help

Press Bcto return to théata Entry Menu.
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DEDUCTIONS

Corporate Deductions are entered oniED, Deductionsscreen. Typ®ED into the
selector field to open tHeED, Deductionsscreen and pres:NEER See Figure 75 on

page 127. Enter the following data:

Fields Data

Accounting 1,700
Advertising 4500
Building insurance 3,200
Liability insurance 1,100
Workman’s comp insurance 1,100
Janitorial 8,800
Legal and professional 2,300
Pension Plans 6500
Repairs and maintenance 5650
Salaries and wages 86400
State income taxes 1,550
Local property taxes 3,580
Payroll taxes 8,470
Licenses 1,500
Telephone 850
Utilities 6,700
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Figure 75:DED, Deductions screen

Drake 2011 - Data Entry (400001516 - Custorn Colors Paints Inc) =l = =
Deductions All lines without numbers carry to Form 1120, line 26 Income Screen 2
T o s e s A e e 1700 =Ty T O
22 AGVETISING. oo 4500 Misceanpots. i e
Automabile and truck expense. ... 12 Officer compensation. ... EScraen =]
15 Baddebis Office expense
Bank charges.... Outside senvices/subcontractors ]
Bond repurchase premium... ] Parkingfees andtolls ...
Cash SHOROVET. oo Payroll processing expenses. .o,
e PO B e e e e OV e #3 | Pension:plans;ele. gl +- 6500
Clean fuel vehicle deductions... Permits and fees. ...
Commissions Postagelshipping
CIGH T ) =
Consulting... .o,
19 COMBUTONS. ..o +- 16
19 Qualified conservation contributions... L H- 14 +- 5650
Credit and collection costs._. 13 38400
Ereliveny i
o IR e 12T S S O e e Form 4562 L
21 DEpIEtion. oo Software....
IO o e e Supplies....
25 Domestic Production Activities Deduction........... B803 Screen 17 | Taxes and licenses
Dues and subscriptions. I 1  Siate income taxes
Education and training.... I 2 Siate franchise taxes
24 Employee benefit programs....... +- 3 Cityincome taxes
4  CiyranchiSeTareS . o e e
5 Local properytaxes. ...
6 Intangible properytaxes ...
¥ PateliiaNes e s 8470
AR & Less:creditfrom Form 8846, ... ... Form 8246
Insurance (enter total if not using detail below)... 8 Foreign taxes paid.
Building and equipment................. ] 2an all - Ry s
Liability............. l—llﬁ 11 Other miscellaneoustaxes.................. +"-]
e ey ] 12 LICBNSES. oo 1504
Workers® compensation.................. ’ﬁ
e )
i e e e R s S ST L
JANOHEL .o 2800
Laundry and cleaning.. ... Utifities I—
Legal and professional .. 2300 NN R e Fe ROV R L R R
Marketing (BT e e LS U e e ]
Meals and entertainment 50% linited............... Ordinary Loss ffom Parterships............ KIP Screen
Meals and entertainment 80% limited......_...... I Deductions, credits, and exclusions from Forms 4562, 8820, and 8373
Weals and entertainment 100% allowed.____ flow automatically to Form 1120, page 1, line 26.
Fecord 1 of 1 [ |Press F1 olF.ii.ght-.Eflick .f-or.l-l.eip [ =

Losses from a partnership owned by the corporation must include the

NDTE partnership name, EIN, and amount of loss on the detail (Ctrl + W)
worksheet of the Other field. Enter the loss as a positive amount for the
deduction field.
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FOrRM 1125-A - CosT OF GooDSs SoLD

To open thd=orm 1125-A - Cost of Goods Soldcreen, typd in the selector field and press
ENTER See Figure 76 below. Enter the following data:

Fields Data

Inventory at the beginning of the year 15,400

Purchases less cost of items withdrawn for |145,000
personal use

Cost of labor 7,500
Inventory at end of year 12,600
Methods used for valuing inventory Cost
Do the rules of section 263A apply to the No
corporation?

Was there was a change in determining No

inventories?

Figure 76:Form 1125-A - Cost of Goods Sold

" Drake 2011 - Data Entry (400001516 - Custom Colors Paints Inc) =
Form 1125-A Cost of Goods Sold

~Schedule A- Cost of Goods Sold

1 Inventory at beginning of year. +,'_’m
2 Purchases less cost of items withdrawn for personal use +- 145000
3 Costoflabor f—Tson‘
4 Additional section 2634 costs [ |
5  Ofthercosts - excluding depreciation [
5  Depreciation =

7 Inventory at end of year. +,'_’m
9a Wethods used forvaluing inventory;

W Cost [ Lower of cost or market Other |

b [~ There was a write-down of subnormal goods
€ [ LIFOwas adopted this tax year.

d IfLIFO was used, percent of ending inventory computed under LIFO ... Yes No
e Dothe rules of section 2624 apply to this corporation? [ ¥
f Was there any change in determining inventories? I v

If"Yes.” explain: |

[Record 1 of 1 [ Press F1 or Right-Click for Help

Press Ecto return to théata Entry Menu.
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SCHEDULE E - OFFICER INFORMATION

To open theéOfficer Information screen, typé& in the selector field and pressiEER See
Figure 77 on page 130. A Schedule E is requiredkifttital receipts of the corporation are
greater than $500,000. Enter the following data:

Fields

Data

Name of Officer

Robert Brown

Signs returns

Yes (check mark)

Title CEO

Address 304 Rainbow Road
ZIP code 50981

E-mail address rbrown@myemail.com
Telephone 555-222-3344

ID Number 400005999
Ownership & Participation 100

Stock Percentage - Common 100

Stock Percentage - Preferred 100

Officer’s deductible compensation |65,000

Press RGeE DowN to enter additional officers.
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Figure 77:E, Officer Information

Drake 2011 - Data Entry (400001516 - Custom Colors Paints Inc) [co|-=
Form 1125-E Officer Information
Officer Information
OffiCer NAMe. .c.oe.ocee [Robert Brown ID number....... £00- 005339
Tt sz .. lcEo Signs return r
Street address............. ]304 Rainbow Road Booksincare of ... I
City, state, ZIP. ..o, |pes Moines iz ] sose1
o |sbrown@myerail.con
Telephone NUMBEL.......... [s55-222-3344
Dateemployedin the posom o o S L
Bl smployedm e POSHEOmN: o
Ownership and Participation
Total Common Preferred Time
| 1009 | w0 % | 100w | 100 %
Compensation
(0 Tt 10 1 e (=0 e T L= =11 OO 65000
3 Compensation of officers claimed on Schedule Aand elsewhere on returm. .o
B (L BT kT b e T 3 o N S R
[Record 1 of 1 Press Pége Down for New Screan Press F1 or F!ight.-E.Iic.:k fﬁr.HeIi:

Press Bcto return to thdata Entry Menu.

SCHEDULE K - OTHER INFORMATION

To open theschedule K - Other Information screen, typ& in the selector field and press
ENTER See Figure 78 on page 131. Enter the following.data

Fields Data

Accounting method Accrual

Principle business code (Press CTRL + SHIFT+ S (444120
to locate the floor covering stores code)

Business activity Retail Sales
Product or service Paint

Enter the number of shareholders at the end of |1
tax year if 100 or fewer
Are the corporation total receipts for the tax year |No

AND its total assets at the end of the tax year
less than $250,0007?
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Figure 78:Schedule K - Other Information

Drake 2011 - Data Entry (400001516 - Custom Colars Paints Inc) = |- E ]
Schedule K - Other Information
1120C | 1120
1 1 Accounting method; [ Cash ¥ Accrual Other.
2a | 2a Business activity code NUMBET.......oooooomvvooomrees 184120 - |
2b 2b Busil activity. Retail Sales
2c 2c  Product or service Fains

5 3 If the corporation is a subsidiary in an affiiated group or a parent-subsidiary controlled group, enter the EIN and name of the

EIN Parent Name
| |

6 4a G1Screen  Foreign or domestic corporation, partnership, trust, or tax-exempt organization owns directly 20% or more, or
owns, directly or indirectly, 50% or more of the corporation's stock total voting power
4b G2 Screen  Individual or estate owns directly 20% or more, or owns, directly or indirectly, 50% or more of the
corporation’s stock total veting power
4 5a KSAScree Corporation owned 20% or more of another foreign or domestic corporation not included on Form 851

5b KSB Screen Corporation owned 20% or more of another foreign or domestic partnersh

A 6 [ Select this box if, during the year, the corporation paid dividends (other than stock dividends and distributions in
fxchanne for stnck) in exress of the corpnratinn’s current and accomilated sarnines and nrofits
8 T Enter the following information if, at any time during the year, one foreign person owned, directly or indirectly, at least 25%
of: (a) the total voting power of all classes of the corporation's stock entitled to vote; or (b) the total value of all classes
nf the rornoratinn'z =tark
Percentage Owner's

Owned Country
9 8§ [ Select this box if the corporation issued publicly offered debt instruments with original issue disci
10 9 Tax-exempt interest received or accrued during the tax year. =
NiA |10  Number of shareholders at end of tax vear, if 100 or fewer. b

12 11 [ Select this box if the corporation has an NOL for the tax year and is electing to forego the carryb

14 13 Arethe corporation’s total gross receipts for the tax year less than $250,000 and its total assets

at the end of the tax vear less than 5250.0007 [ Yes o
If "¥'es.” total amount of cash distributions and book value of property distributions. .+f.]—
14 UTP1 Screen UTPZ Screen  Is the corporation reguired to file Schedule UTP? (Use Links)
15a Did the corporation make any payments in 2011 that would require it to file Forms 10887 I~ ves' [ No
16b If "ves," did or will the corporation file all required Forms 10897, M ves [ ho

Press PAGE DOWN for screen K4 (Schedule G Parts |

Fecord 1 of 1 |Press F1 o FRight-Click for Help

Press RGE DOwWN to access th8chedule G - Part lentry screen, andage DOwN again to
access th&chedule G - Part Il. See Figure 79 on page 132. On the Part Il screser:e

Fields Data
Name of Individual Robert Brown
ID# 400005999
Country of Citizenship us
Percentage owned in voting stock 100

The Schedule K has lines for both the 1120C and 1120. If the corporation is

NDTE a cooperative, enter information on the 20C 1120-C Cooperative
Associations screen. The line numbers on the Schedule K screen would
then correspond to the 1120C. This return is an 1120 so the line numbers
correspond to an 1120 return.
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Figure 79:Schedule G - Part Il

Schedule G -Partll
1120C 1120
6 Partll

Drake 2011 - Data Entry (m.‘LSIﬁ - Custom Colors Paints Inc)

=SB0 =%

Complete the fields below if any individual or estate owned, directly, 20% or more, or owned, directly or indirectly, 50% or more of the
total voting power of all classes of the corporation’s stock entitled to vote,

Country of
Name of the individual or estate 1D # citizenship
|Robert Brown [400-00-5928  |os  ~| 100

Percentage owned in
voting stock

[ Selectif an estate

E |

l

J

Press Bcto return to thédata Entry Menu.

SCHEDULE L - BALANCE SHEET

To open theSchedule L - Balance Sheedcreen, typd in the selector field and pressiER

-

See Figure 80 on page 133. Enter the following data:

[~ Selectifan estate
[ Selectif an estate

Fields Beginning (a) | Beginning (b) ST @ VERT | ST O VRS
(©) (d)

Cash 60,145 74,658
Trade notes & accounts 23,555 25,412
receivable
Tax-exempt securities 25,471 56,820
Loans to shareholders 9,455 6,630
Accounts Payable 15,960 30,659
Capital Stock - common 78,274 78,274
Retained earnings - unapprop 99,705 115,453
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Figure 80:Schedule L - Balance Sheet

Drake 2011 - Data EMW(MISSS— Test C‘uimsPalnts'fnc]
Schedule L - Balance Sheet - Assets
Beginning of Year End of Year
1120C | 1120 Amentl (a)
1 A R e ! I 60145 ! [ 74658
2a 2a Trade notes & accounts recv........... 23535 23412
b b Less allowance for bad debts..
3 3 Inventories 37
MNIA 4 L3 government securities..
5  Tax-exempt securities i 25471 55 20
6  Othercurrentassets.......oooooe SCH2 Screen SCH2Z Screen
6 7 Loans to shareholders I 9435 - I ga3d
7 & Mortgage & real estate loans... I I
NIA 9 Otherinvestments SCH2 Screen BCHZ Screen
Ba 10a Depreciable assets™ ... !
b b Accumulated depreciation®..
9a 11a Depletable assets
b b Accumulated depletion.
10 12
1a 13a Intangible assets®. ... ... ... =
b b Accumulated amortization®... =
12 14  Other assets w M
[ *Carry book accumulated depreciation & amortization to Schedule L
Liabilities and Shareholders' Equity
14 | 16 ACCOUNES PRYADIE...ocoooroerrcmee 15960 - 30659
15 17  Payables less than 1year.... '
16 18  Other current liabilities.. SCH2 Screen SCH2 Screen
17 19 Loans from shareholders I
18 20  Payables more than 1 year.......c.... - I - I
19 21 Other liabilities SCHZ Screen SCH2 Screen
20a 22a (Capital stock: Preferred.... ]
20b 22b Common ] 78274
21 23 Paid-in or capital surplus.
22 N/A  Patronage div alloc. noncash. . r— r—
23 NiA  Per-unit retains allocated. r— r—
24 24  Retained eamings - Approp. SCH2 Screen SCH2 Screen
25 25  Retained earnings - Unappropriated..... _ rm _ m
26 26 Adjto shareholders' equity... SCH2 Screen SCH2 Screen
27 27  Less costoffreasury stock... _
Mote: Usethe SCH2 Screen  forentries on Form 1120, ines 6, 9, 14, 18, 21, 24, and 26
The amounts entered on the SCH2 screen do not flow to this screen, but to the
appropriate lines of the form when the return is calculated.
Note: Retained earnings auto-balance can be turned off from the PRNT screen.
Ehecord1 of 1 “|PressFl ot Right-Click for Help I 4’

NOTE

Drake uses amounts entered in the Retained Earnings - Unappropriated
fields, unless the balance sheet does not balance, in which case the
system adjusts the retained earnings account to an amount that forces the
balance sheet to balance. In this example, review the NOTES pages in
View mode to view the adjustment amounts. To turn off the automatic

balance feature, select the Turn off Auto Balance box on the Print screen.
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Custom Colors Paints has other current assetftt. Zhese assets require a detailed
statement. These assets are entered d3G2 Balance Sheet Subsidiary Schedusereen.

To open theSCH2 screen, typ&CH?2 in the selector field and press Enter. See Figure 81
below. Selectine Number 6 Other Current Assets Enter the following information:

Description Beginning of year End of year
Prepaid Expenses 1,574 1,471
Prepaid Taxes 1,286 562

Figure 81:SCH2 Balance Sheet Subsidiary Schedule

" Drake 2011 - Data Entry (400001516 - Custom Colars Paints Inc) =nEch
Subsidiary Schedule for the Balance Sheet (SCH2)

A statement showing totals for each column will be prepared based on the information entered here.
Totals are printed on the appropriate lines of Schedule L.

Select a line number and compiete the columns below.

An entry on a line with { STATEMENT) indicated will result in a statement that is e-filable.
An entry on any other line will result in a statement that is not e-filed.

Line Number
|5 Other current assets :_J
Beginning of End of
Description year year
iI—‘repaid Expenses 1574 1471

|Prepaid Taxes 1286

I

] I
| |
I |
I 1
[ I
l |
| J
| |
] I
| |
I |
I 1
[ I

|
[
|
|
|
l
I|
|
[

Press PAGE DOVVH to enter additional lines.

\Record 1 of 1 |Press Page Down for Mew Screen [Press F1 or Right-Click for Help

Press Ecto return to théata Entry Menu.

SCHEDULE M1 — RECONCILIATION OF INCOME

To open thé&chedule M-1 - Reconciliation of IncomgtypeML in the selector field and press
ENTER Items entered on these fields require descriptiomd amounts, and for those, you need
worksheets.
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USING WORKSHEETS

In our example, we need to enter the amount oféEainment Facilities Expens@ the box
on line 5. Since there is no specific field for expense, use th@ther field. As you begin
typing in theOther field, a worksheet opens automatically. Press {d go to the
Description field and typeENTERTAI NMENT FACI LI TI ES EXPENSE in the
Description field, and ente690 as the amount. Press&to return to théV-1 screen. See

Figure 82 below.

Fields Data

Expense item description Entertainment Facilities Expense
Amount field 690

N Not all worksheets are generated automatically. Wil want to generate
DTE a worksheet, right-click in a field and chod’sed Worksheet, left-click
and press @RL + W, or simply double left-click.

Figure 82:Schedule M-1 - Reconciliation of Income

Drake 2011 - Data Entry (400001516 - Custom Colars Paints Inc) Saeen Help| [we| |-
Schedule M-1 - Reconciliation of Income (Loss) per Books With Income (Loss) per Return
Note: Schedule M-1 will not be generated if there are entries on the M-3 screens.
Met income per books is calculated based on the reconciling items entered below and the amount _
1 automatically camied 1o 1IN 10 0T SENEOUIE M. seeseseess s
2 Federal income tax
4 Income subjectto tax not on books
5 Expenses recorded on books but not deducted on Form 1120: Book-to-tax depreciation adjustment..._.. =
OHNBL e +- 640
Book-to-tax amortization adjustment =
7 Income recorded on books but notincluded on Form 1120 Tax-exempt interest INC Screen
Other.......... H-
8 Deductions on Form 1120 not charged against book income: Tax-to-book depreciation adjustment......=
111 O O R P T +-
Tax-to-book amaortization adjustment........ =]
Press PAGE UP for Schedule L screen. Press PAGE DOWHN for Schedule M-2 screen.
Schedule M-1 Calculation:
The program calculates the Schedule M-1, line 1 amount in the following manner;
Line 10 - Amountfrom Form 1120, page 1, line 28
Plus: The calculated amount for Schedule M-1, line 8
Minus: The calculated amount for Schedule M-1, lines 2, 3, 4 and 5
Line 1 - Metincome (loss) per books
|Record 1 a1 [ \Preszsz F1 or Right-Click for Help |[Screen Help)
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SCHEDULE M2 - RETAINED EARNINGS

To open theschedule M-2 - Analysis of Unappropriated Retainedtarnings screen, type
M2 in the selector field and press R Enter the information from the following tablenk
5 on this screen has a field for the cash amourthdrfollowing example, entef9595 in
box (a) Cash Amount See Figure 83 below.

Figure 83:Schedule M2 - Retained Earnings

" Drake 2011 - Data Entry (400001516 - Custom Colors Paints Inc) Soreen Help| [ L=
Schedule M-2 - Analysis of Unappropriated Retained Earnings

~Schedule M-2

3 Increases otherthan NetinCome PEr DODKS ..ottt e
B DISHBUHONS i s s i O e T e R L IR e et e A R e
B ek e ey
{c} Property...
T e L o e o e e

See Screen Help for out-of-balance troubleshooting hints

Press PAGE UP for screen M1 (Schedule M-1). Press PAGE DOWN for Schedule L screens.

Press Bcto return to thédata Entry Menu.

FORM 4562 - DEPRECIATION

To access thé562screen, typd 562 in the selector field. The screen is opened id data
entry mode (if that option was selectedSietup > Options) See Figure 84 below. Enter the
information from the figure into the grid. The iteristed are used 100% for business, so leave
the % Usefield blank. (The default is 100%.) The cost aegmciation basis are the same
amount.

Figure 84:4562 in Grid Data Entry mode

Drake 2011 - Grid Entry (400001516 - Custom Colors Paints Inc)

Formmi l MFC Dezorption | Date Acgu... | Cost o Basis | Use® | Used | LPT Method | Life | Priar Depr J
111120 | 1Y Paint Mixer [11-22:2008 | 12080 M 5| 3885|
220 | 1| Delivery Truck 2010 | 52585 T [M 5
31120 | 1| Computer g | 3450 [M 5

4120 | 1 Secuty System ! 13530, IS 7
51120 | 1] Forkit ! 570 M 7
I [ [ [ [ |

Help [tern Dretail Delete Fowlz)

[Rowe 1ol 6
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NDTE If the prior depreciation amount is the same for the state and the federal,
the state amount does not have to be entered.

To access the compled®62screen, clicktem Detail or press F3. See Figure 85 below. If
you choose to make your entries on this screessg®esE DOWN to access additiondb62

screens.
Figure 85:4562 Item Detail screen
Drake 2011 - Data Entry (400001516 - Custom Calars Paints Inc) o= Rl
Form 4562 For: [ttz0 =] 4420, coGs.t *Use <F3= to switch to arid mod
Mutti-form code: [t (1-989; 1 iz assumed if left bla

Date Business Used Listed
Descriotion Acauired Cost/Basis %use Prop PropType
[Porklise |oe-z2-2o0a | 34570 B -

Federal State AMT Book
fif different) (if different) (if different)

Il:'li:hm:i ......................................................... [ ’_;=I | ’_,;J | ’_;J | ’__;J

Prior deoreciation.. I | th i | il | Th
Salvaoe value........ I | | |
Override regular deoreciation.................. =l = =1 =l
179 expense elected this wear........... =l =l =]
179 expense allowed this vear.. .. | -l =
179 expense elected in orior vears. | . | 0 [ 0
179 expense allowed in prior vears........... | o | 0 [ 0
Bonus deoreciatio Additional Deor Election | | [
Prior bonus deoreciation. Safe Hart =] o | g ] e
Other Information
Investment credit £00...............ooon.. =] | Mot por[ 2] £ [ = =] mewil
Asset number...... Date S0k I
Department number... Property tvpe 12 =
Asset Cateoorv..... Sales orice........ g
Land cost Expense 0f SAIe. .........occooomiiemi e
[~ Recapture because business use droppedto 50% orlet | Form 4757, line 26d deoreciation..................
[ Reserved Form 4757. other Part Il decreciation. ..
Amortization Information Depreciation Allowed or Allowable................ 1
Amortization code section.................. ] =l Group Sale Informatio
[ Elect additional first-year deduction Group sale NUEMBer. ... r-
State-Soecific Information State basis (ifd | Group sales orice..... —
State Aszzet type ITC code | Grouo expense of sale......

I | IE R | Federally declared disaster area | Qualified Real Property
Placed in Service and Like-Kind Exch: I Disaster assistance proper i r_;‘]
Force convention [T GO Zone Extension proper
Do not use MACRS % fables................... i ’_:21
State-specific information: For FL, KY, NY, and PA only
Occurrence of schedule 1-99. defaults to 1 ifleftblankh............ ’—-
Schedule form data flow - 2 ]
VIO e e e e ]—

Record 5 of & Fress Page Diown for Mew Screen |Press F1 ar Right-Click for Help

Screeril0 Additional Depreciation Electionsis used to elect out of bonus depreciation for all
classes or by property class. For this return, @rétapt out of bonus depreciaiton since no
new assets were purchased. Gagre 86 on page 138.
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Figure 86:Additional Depreciation Elections

AllAssets
If"Bonus” is marked below:

3-Year Property

5-Year Property
T -Year Property
10 - Year Property
15 - Year Property
20 -Year Property

for bonus depreciation.

{Mew Scresn

Bonus

r

CICIC) T

Drake 2011 - Data Entry (MISIE- - Custom Colors Paints Inc)
Additional Depreciation Elections

I~ To elect out of bonus depreciation for all classes, mark this box.

0%

59 1 e i e

- 100% bonus depreciation applies to all eligible assets placed in semvice after September 8, 2010,

NOTE: These elections apply only to assets placed in service during the current tax year that qualify

Prezz F1 or Right-Click for Help

Press Ecto return to théata Entry Menu.

ESTIMATED TAXES

= B>

Type ES in the selector field and pressiEER to open théestimated Taxesscreen. See
Figure 87. Enter the amounts listed in the followiable:

Quarter Date Paid Amount
1st Qtr. 04-15-2011 9,500
2nd Qtr. 06-15-2011 9,500
3rd Qtr. 09-15-2011 9,500
4th Qtr. 01-15-2012 9,500

Figure 87:1120 Estimated Tax Payments

Drake 2011 - Data Entry (mISIE - Custom Colors Paints T
Form 1120 - Estimated Tax Payments for TY 201

Overpayments Applied / Estimated Taxes

Estimated Taxes Paid in 2011
Federal:

Date Paid

Amount Paid

L T Lo P e I

1t Quarter [oe-15-2011 | 8500
i Qe |oe-15-2011 | 3500
ik e |oe-15-2011 [ 8500
ath Quarter |o1-15-2012 [ 5500

Drake Software Evaluation Guide
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There are no estimated tax vouchers for corporstimstead, file form 8109 Federal Tax
Deposit Coupon deposit via the Electronic Fedeaal Fayment System (EFTPS).

In Drake, for estimated taxes due for the nextyear, typeWVinto the selector field and press
ENTER On linel, enter the taxable income expected for the tax ¥ader any other
applicable information for the rest of th&20W screen. See Figure 88 below.

Fields Data
Taxable income expected for  |95,000
the tax year
Tax credits 3,300
Other taxes 6,800

Figure 88:Form 1120W, Corporation Estimated Tax

' Drake 2011 - Data Entry (400001516 - Custom Colars Paints Inc) Soeen Help| (Lo [- 2 |[sE3)
Form 1120W - Corporation Estimated Tax
1 Taxable income expected for the tax year. = 35000
15  Alternative minimum tax =I
17 Tax credits 3300
19 Othertaxes [ 6200
21 Credit for federal tax paid on fuels

23a Tax shown on current-year tax return -I

[~ Large corporation

. X Make Federal estimated tax payrments using EFTFS.
25 Requiredinstallmentamounts ey ations eliminated the 8109 coupon.

There are NO estimated tax vouchers for 1120 returns!

1st 2nd 3rd 4th
RI Code | = < -| - |

Overpayment applied

orcoge | =l - -| -| -|

Overpayment applied to next year {enter amount or percentage and select OF code above) (see NOTE)...

I~ Mark this box to cap the amount of overpayment to HOIE
apply to next year's taxes at 25% of the amount of To apply the current-year
this year's tax. overpaymentto next year, the

current-year taxable income must
be greater than "0." Otherwise,
enter a positive amount on line 1
(above).

[Mew Screen Press F1 or I.:.iigHt-.EI.iE:k for H.e.lp :.[.S.c:reen Help.u]“

WK_1120W is generated when the return is viewed.

You have just completed a corporate return in Dr&eview the forms, calculations, and any
EF MESSAGES or NOTES pages in View mode.
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Corporations can generally e-file the following éeal forms:

e Form 1120 and related forms, schedules and attatisme
e Form 7004
* From 940 and 941 employment tax returns

Many states also approve 1120 e-file.

REVIEW

Review the return for accuracy. Clitkew at the top of the screen to open View/Print mode.
(If you indicated inSetup > Optionsthat theCalculation Resultsscreen be displayed before
View mode, clickContinue on theCalculation Resultsscreen to open View mode.)

Click form 1120from the category tree view. Review the 1120,3kstements, and the listed
schedules to check expenses. Compare these t@2Bdricome statements on the following
pages.

Click form 1120.PG5 Use this page to see if the return is in balahoe 15 -Total assets
should be the same as line 28 -Total liabilitied ahareholders’ equity. Line 8 of the M-2
should equal line 25 end-of-year Retained earnihappropriated. See Figure 89 on
page 141.
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Figure 89:Schedule L - 1120.PG5

Form 120 {2041} Test Colors Paint=s Inc 40-0001555 Fage!
|5chedule L | Balance 5heets per Books Begining of ke year Ervd o (20 yeEr
Agcets (2} (b} (€} [}
I OGN e cias cieaa o ane s 60,145 74 658
23 Trade noles and A0ores ecodanke L L L. 23.555 25,412
b less aoWance frioad oems . ... uea I a5 HRS | : 25,4132
T e 15, 400 | 12,600
d US goemmedobBgalions L Lo ..
3 Ta-ekempl securkies (see sfroctionsy, | | | 75 471 | 56,8720
€  Omercarment 3seets (Ifach schedule) . (SRR RS 2,860 2,033
T loamDeEemiies | ... ... ... 9,455 | 6.630
F ONOMISIe O TRRISEIEE WA L. ...
5 Omer nestments (3E0n sonenE] P
102 Bulldings and ofer deorechanle sessts , , , 116,255 116,255
b Less accomalzed depmectstion |, , .. .. ng. 202 i L J0. 100 46, 155
112 DCegletzbie ssssis L e e T
b Lescacoomuited 0ol . .. camsms |l { i
12 Lo (meftofary amomization  _ L. .
132 mangihte a550ts (amonzame ol Lo ...
b Less accumolzed SmonEston L L L ... | L )
¥ Omersssels (SEhechedll®) . ..aw .. ' i
15 TOFHITEEE  wowwumwesssosssssas 155, 539 | 224, 5308
Liakilities and Shareholders’ Equity
16 ACCOURSPEEIR. . .evowonewoss 15,960 L 30,659
17 SoCCEGEE. Mohan, SocE pEvESe e B e
18 Omercurrent l3oliRies (Sacn sohedals) .
19 LOGPSTOMENEENOMSE . L L L ...
0 Nergeges noms Sorcs payse n | jeer o mane =
31 Ofer Habiifies (afachschedule) ., ., ...
71 Capfalsiock & Prebredsiock | ...
b COTMOOE0E . vwwe T8 274 J8.274 7B 274 78 274
2 AddEcmaipaidncaplal L L L. e e
24 Fewres sseg-Ammripeaes (Ems riws) ,
35 Fethedsamings-UnEmnonEes L L L L. 99,705 115375
2 R = armnehcows gty (e achedu
37 lessooslofHeEsulys®X . unvensen f }
2% Towl li=olifies 3nd shaneholders’ equily . 193,939 224 308

Schedule M-1 Reconciliation of Income [Loss) per Books With Income per Return
Wiorbe: Bcnecuke M-3 reguined Insesa of Boheoule W1 Fiotal 3eets ane B10 millkon or mone - 558 Etuctions

1 Metinoome (eS| pErDOE & v v e w .. 95,343 | T ircome reconsed on Dooks S yesr
3 Fooersl oome tDSTDKE L L L. ... 33,9349 ok Instned on TS et (Remize):
3 Eeopos of czoRzl bEses owromoRzlgERes Tai-cemgn Faerest 5
4 ncome suinject o e nof reconded on ooks
il year (Remize)
& [Deductions on Bk refam not changed
5 Eperses Tenonced on Dooks ik yesr ol against ook Income ks yeET (Remize)
denusied on B Tetum (Remze) 3 Depreclstion L .. .. T
a DeprechEoOn |, ...5 b Crarisble comiogions g
b Crarknle contrineins

¢ Traeland enferizinmen 5

EEEmE S 6 690 590 | ¥ AodmesTands g
B AR TRNRIAS L ... 129 972 |0 oeome(mage 1. ine 28HINe 6 less e 9 129 G723
[Schedule -2 |  Analysis of Unappropriated Retzined Earnings per Books [Line 25, Schedule L)
| Ealancealbegiming of e . .vewv.. 99 705 | 5 DiEvbdors 8GR . .....
T MACOME (EEIDETIONE . . i e g5 343 bSO L. 79595
3 OfFer incresses (Remis) c Propery . ...
B Ofnerdecnesses (Bemize)
T AMIESSERE . vsnweass Tg. Egh
4 ARIES 12305 s 195 043 | # Bovee aterd of year (i £ kess e 7) 115,453
= Farm 1130 (2011)
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FINANCIALS

Use the following balance sheet and financial stat® to complete the business return. See
Figure 90 below and Figure 91 on page 143.

Figure 90:Balance Sheet

Custom Colors Paints
Accrual Basis of Accounting
Balance Sheet
As of 12/31/2011

ASSETS 1172011 127312011

Current Assets

Checking/Savings 5 60,145 ! 68,447
Loans to shareholders 5 9.455 5 6,630
Tax exempt securties 3 25471 3 56,820
Accounts Receivable 5 23,565 5 25 412
Inventories 5 15.400 B 12,600
Other current assets B 2,860 5 2,033
Total ! 136,886 171,942
Fixed Assets
Buildings & other depreciable assets %  116.255 3 116,255
Less Accumulated Depreciation L 59,202) 5 (70.100)

Total Fixed Assets ! 57,053 L 46,155
TOTAL ASSETS & 193,939 $ 218.097
LIABILITIES

Current Liabilities

Accounts Payables 5 15,960 5 30,659
Retained earnings Unappropriated 3 99,705 P 115453
Common stock B 78.274 5 78,274
| ]
Total Liabilities b 193,939 B 224 366
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INCOME

Gross receipts

Figure 91:Income Statement

Custom Colors Paints Income Statement
Accrual Basis of Accounting

Pricofit and Loss

January 1, 2011 - December 31, 2011

Less Returns and allowances

Interest income
Gross rental Income
Gross royalty income
Other income

COST OF GOODS SOLD
Beginning Inventory
FPurchases

Labor

Ending Inventory

TOTAL COST OF GOODS SOLD

TOTAL INCOME

EXPENSES

Officer compensation
Depreciation
Accounting
Advertising

Repairs and Maintenance

Insurance

Janitorial

Telephone

Legal & professional
Taxes and Licenses
Salaries and wages

Litilities

Pension plans
SUBTOTAL EXPENSES

Tax due

Entertainment facilities expense

TOTAL EXPENSES

NET PROFIT/LOSS

C1ER 6A 6° A B8R B8R R A A e 8RR |9 67 &7 87 & 1 9 R 87 B8R eA R

oA B8R BR

490,520

(15,645}
695
29,500

505.070

15.400
145,000
7.500
12,600
165,300

349770

65.000
10,898
1,700
4,500
5,650
5.400
g.800
850
2,300
15,100
86,400
6,700
B.500

218,798

353930
630

254 427

85,343
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Review Questions Part 6

Answer the questions below. See page fod@nswers and explanations.

1. Which account is used to see if the return is lkadfA

a) Accounts payable
b) Retained earnings
c) Cash account
d) Capital stock

2. In a corporate return, the Principal Business Atigode is entered on which screen?

a) Screenl, Name and AddressGeneral tab
b) Taxes and Licenses

c) Schedule K, Other Information

d) Schedule J, Tax Computation

3. Distribution of cash, stock, or property is enteoedwhich screen?

a) M1, Reconciliation of Income
b) L, Schedule L Balance Sheet
c) Income

d) M2, Retained Earnings

4. On corporateschedule M2 how can you access tMl screen?

A) CTRL+D
B) PAGE UpP
C) END

d) ALT +END

5. Which of the following is incorrect concerning Senet562for a coporation?

a) If anitem is used for 100% business, you may lehe&o Use field blank.

b) If prior depreciation for the state is the saméhasfederal, the state amount need not be
entered.

c) The software will automatically opt out of bonugpdeciation on items entered on #e62
screen.

d) The 4562 screen can be toggled between grid dataamd item detail modes.
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ANSWERS PART 6

1.

The correct answer 13) retained earnings This account acts as a balancing account for tiuerre

a)is incorrect. Accounts payable is an asset accanhthe program doesn'’t use this account to
balance.

c) is incorrect. A cash account is an asset accouhtl@program doesn’t use this account to balance.

d) is incorrect. Capital stock is a liability accoumit it doesn't function as a balancing accountlier
program.

The correct answer t§ Schedule K, Other Information. The Principal Business Activity Code is
entered on Schedule K along with the answers tiowsiquestions about the corporation.

a)is incorrect. Screeh is used for general information about the corponat

b) is incorrect. Amounts for the state and locaetaand licenses are entered on this screen.

d) is incorrect. This schedule is used for tax comjpurta

The correct answer ) M2, Retained Earnings Distributions of cash, stock, and property are
entered on th#2 screen.

a)is incorrect. TheM1 screen is used to reconcile income (or loss) pek®with income (or loss) per
return.

b) is incorrect. Assets and Liabilities are enteredh@i screen.

c) is incorrect. Théncome screen is used to enter income, not distributitorghe corporation.

The correct answer ts) PAGE UP. This takes to you thigll screen.

a) is incorrect. @RL + D is for deleting a screen.
¢) is incorrect. ED does not move you through the screens.
d) is incorrect. AT + END doesn’t do anything in the program.

The correct answer © The software will automatically opt out of bonusdepreciation on items
entered on the 4562 scree he software does not automatically opt outeadtthe preparer must
indicate this on ScreetD, Additional Depreciation Elections.

a)is incorrect. The default is 100% business us@osentry is necessary unless another percentage
applies to the item.

b) is incorrect. If the federal and state priormgmation amounts are equal, the preparer doelsavat
to re-enter the state amount.

d) is incorrect. The software defaults to grid datayemode for screed562The preparer may press
F3 to toggle to item detail mode if desired.
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Partnership Return

This chapter outlines the basic steps for prepaiffgrm 1065, or Partnership return, in Drake SaxfénTo
view the completed return, open 400001616.

PREPARING THE 1065 EVALUATION RETURN

Start with a balanced set of books before atterggtircomplete a partnership return. Examine the
partnership books on page 165 before preparing@68 fieturn.

To begin entering data in the partnership evalaatiturn, create a new return.

1. From the toolbar, sele@pen.

2. In the data entry field, type the following EI00001617. Click OK and ther¥esto cre-
ate a new return.

Select théPartnership - 1065option.
4. EnterTwo Sisters G ft Shop inthePartnership Namefield and clickOK.

When opening and preparing a return, type all numbers without dashes

NDTE (unless the number is negative), slashes, dollar signs, or commas. If
selected on the Data Entry tab at Setup > Options , the SSN, EIN, date,
phone, and ZIP code fields automatically display formatting in data entry.To
activate or turn off this feature, go to Setup > Options Data Entry tab.

GENERAL INFORMATION

ThePartnership General Information screen is opened. Begin preparing the return by
entering the partnership’s general information. Sigeire 92 on page 148.

Fields Data
Name Two Sisters Gift Shop
Address 85 Main St
ZIP code 34201
Phone 555-333-2233
Principal business activity Retail Sales
Principal product or service Souvenirs
*Principal business code number *453220
Business start date 02-26-1998
Accounting Method Accrual
**Resident state **0
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* To locate the business code number, with your cursor in the field for line C,
press CTRL + SHIFT + S to open a field search. Type SOUVENI Rin the Please
input search data field and click Go. Select 453220 Gift, Novelty & Souvenir ,
and click OK.

**Because we're preparing a federal return only and not a state return, enter O
(zero) for the resident state to suppress the state return.

Figure 92:Partnership General Information

 Drake 2011 - Data Entry (400001617 - Two Sisters Gt Shop) = | B |5

Partnership General Information

MName and Address Information

Employer ID number. im

Legal Name of Entity. |Iwc Sisters Gift Shop

DBAor clo | Suite #
Address Stateinfo |55 ¥ain St

City. |B:a::lentc:n

.5 State, ZIP, COUMY ..o L | [32201 [Manatee

Foreign: Province/State, Country, Postal Code...... ] 1

Phone number. 555-333-2233 Suppress State
[~ General Information | [~ Other Information ]

A Principal BUSINESS BCHVI...ooooeeeeoeoeeeeeeesneneennenens [Retail Sales Resident state.... ]E' :]'
B Principal product or senvice Souvenirs Misc code 1 I
C Business code number.... ... 453220 ~ Misc code 2
E Business start date 02-26-1598 Invoice #....
G Mark applicable boxes: Preparer fee..
[~ Initial return [~ Final return [~ Amended return Firm#......

I~ Address change [~ Name change [~ Technical termination

H Accounting method:
e ERO#...ooocreiren,
[ Cash ¥ Accrual  Other....

I Number of Schedules K-1 attached.................... =

If not a calendar year; 7 Entity MName Control Override -
Fiscal year beginning Entity Mame Control........ =
Fizcal year ending Use this field only if Name Control is

obtained from IRS by contacting Business &

53 ELECS
15250 weckinkyear-EIEC Barech Speciality Help Line at 1-800-829-4933.

:Fiecoft:i 1of [ Press F1 or high.t-.tll.ic.:k far Help

NOTE

Press Bcto save the data and go to thata Entry Menu.

STATE GENERAL INFORMATION

To open theState General Information screen, typ& in the selector field and pressER
Since we are not preparing a state return, theme iseed to make entries on this screen.

Review the screen and presscfo return to thdata Entry Menu.

To open a screen from the Data Entry Menu , click or enter the screen
name or code in the selector field. For example, to open the State General
Information screen, either click State General Information , or type 2 in
the selector field and press ENTER.
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INCOME AND COMMON SCHEDULE K ITEMS

Partnership income is reported on theome and Common K Itemsscreen (screes).

To open théncome and Common K Itemsscreen, typ& in the selector field and press
ENTER See Figure 93 on page 149. Some of the most conemiies for Schedule K are
entered on scree€h Amounts entered on this portion of the screenat;meed to be re-entered
on theK screens. Enter the following data from ‘Two Sist&ift Shop’ profit and loss sheet.

See “Financials” on page 165.

Fields Data
Gross receipts or sales 215,620
Returns and allowances 5,300
Interest income on receivables [2,650
Ordinary dividends 4,272
Quialified dividends 4,272

Figure 93:Income and Common Schedule K Items

Drake 2011 - Data Entry (400001617 - Twa Sisters Gift Shop) [ -E ]
Income and Common Schedule K ltems Dadudtions Sciseh
Form 1065 - Income
1a Merchant card and third-party payments
1b  Gross receipts or sales not reported on line 1a 215620
1d Returns and allowances plus any "cash back™ included on line 1a 5300
2 Cost of goods sold 1125-4
4 Income from other partnerships, estates, and trusts K1P Screen  or K1F Screen
¥ Otherincome -
Interestincome on receivabl 2650
Recoveries of bad debts deducted in earlier years
Section 481 adjustments
State tax refund {cash basis). |
Taxable income from insurance proceeds
Other income {itemize)
NOTE:  Credits from Forms 6478 and 8864 automatically flow to Form 1065, page 1, line 7.
Publicly Traded Partnership Electing 3.5% Tax
I~ Publicly traded partnership electing 3.5% tax
Gross income subject to 3.5% tax =

Form 1065, Schedule K - Most Commion tems

5 Interest income

Listed below are the most common items used on the Schedule K. For the complete list of Schedule
K items, see the K screens. Amounts entered below do not need to be re-entered on the K screens.

|

6a Ordinary dividends

.
[
)
&)

6b  Qualified dividends

427

X

13a Contributions (50% OMNLY)

18c Mondeductible expenses

Penalties and fines

19a Distributions of cash and marketable securities

—
—
—
—

[Mew Screen Press F1 or F.iight-tll.iﬁzk for Help

Press Bcto return to thdata Entry Menu.
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DEDUCTIONS

Deductions are recorded on th&D screen. To open tH2ED, Deductionsscreen, typ&ED
in the selector field and pressiEErR See Figure 94 on page 151. Enter the following ftioen
income sheet:

Fields Data

Accounting 600
Advertising 4,500
Bad Debts 3,210
Cash Short/over 225
Cell phone 360
Computer 2,500
Delivery 780
Education and training 425
Equipment rental/lease 3,700
Partners’ health insurance 5,500
Insurance - Building & equipment 3,500
Insurance - Liability 2,000
Insurance - Workers’ Compensation |2,000
Internet 240
Janitorial 2,400
Laundry and cleaning 350
Legal and Professional 450
Permits and fees 340
Repairs and maintenance 2,400
Retirement plans 9,000
Salaries and wages 45,700
Software 695
Supplies 700
Local property taxes 2,590
Payroll taxes 8,995
Licenses 650
Telephone 240
Travel 1,700
Utilities 12,000
Waste removal 1,200
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Figure 94:Deductions

16a
16b

10

15

Drake 2011 - Data Entry (400001617 - Two Sisters Gift Shop)
Deductions - Form 1065, Page 1 Deductions

Form 1065 - Deductions -

Accotmnfing o ienan s s o
Advertising
Automobile and truck expense..
Bad debts

BankElanges. e e s

Cash SHOMOVET......ovooooeeoeoeve oo scmreneesen I 225
Ol DO s e e 380
Clean fuel vehicle deductions...........oi ]

Commissions

YR e B
DEPreEialion.. o Form 4562 +-

Depreciation claimed elsewhere on return.......... +I’—]

Depletion (do not deduct oil and gas depletion).

DEGCRUALS Lo s ]

Dues and subScriptions.......ooooeee s

Education and traiming...............oinis

Employea benefit programs..

Guaranieed payments to partners

Partners health insurance

—
D
T
|

—
M
I

Independent contractor. ...
Insurance {enter total if not using detail below)... =
Building and equipment ..., 3500

(=TT —
Other insurance.....
Workers' compensatio

Interest expense
Internet
AP AL o o s
raanane A EI AN e
Legal and professional ...
Marketing

Meals and entertainment 50% limi

Meals and entertainment 80% limit..............
Meals and entertainment 100% allowed.............

[Recaord 1 af 1

All lines without numbers carry to Form 1065, line 20.

14

el e =

Mealings. s ienins i s e
Miscellaneous

Office expense
Qutside senvices and contractors.

Parking fees and tolls.......cviieecineciinnns
Payroll processing eXpenses. e eieeeseeenns

Eermds anaiees: oo s e
Postagel/shipping..

Lot 11y
SOMWATE e o
T A e R R 700

-~ Taxes and Licenses

Statedncemetakes. s sansnaias =J

1

2 Slatefanchiselanes: . ooenana =

3 Cityincome taxes....

4 City franchise taxes.

5 Local property taxes...

6 Intangible propery taxes. ...

T POl FEEES oo et csss s 8995
8  Creditfrom Form 3846.. Form 8848

9 Foreign taxes paid..

10 Occupancy taxes

11 Other miscellaneoustaxes. ..o,

b T e S €30

12000

1200

—

Deductions, credits, and exclusions from Form 4562,
Ameortization, and credits from Forms 6765, 8820, and 8873,
flow to Form 1065, page 1, line 20, "Other deductions."

Waste removal...
Other deductions (itemize)..

Press F1 or nghtCIlck 'forll-iéllp

Income Screen

-

m

Press Bcto return to théata Entry Menu.
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FOrRM 1125-A CoSsT OF GooDS SoLD

Open thd=orm 1125-Aby typingA in the selector field and pressingER See Figure 95
below.

Enter the following data:

Fields Data

Inventory at the beginning of the year 10,478

Purchases less cost of items withdrawn for |35,879
personal use

Cost of labor 6,800
Inventory at end of year 16,987
Methods used for valuing inventory Cost
Do the rules of section 263A apply to the No
partnership?

Was there was a change in determining No
inventories?

Figure 95:Form 1125-A Cost of Goods Sold

Drake 2011 - Data Entry (400001617 - Two Sisters Gift Shop) [ e
Form 1125-A Cost of Goods Sold
Cost of Goods Sold
1 Inventory - at beginming Of Year L B B 10478
2 Purchases less cost of tems withdrawn for personal use 35879
3 DB O  LAOT . oot R e oA AR e e e G800
A4 Adaronal BeoRon RN CEES e N s
B e COEES — I PTEIALIIN. o\ ot eete et nsems st emaes s n s s e84 R 421 et A8 At et =
5 Mhercosis - exchidng deprechElon: o R e e e
T O T o C D R o o L L A 168987
9a Methods used forvaluing inventory;

¥ Cost [~ Lower of cost or market Other

b [~ Selectthis box ifthere was a write-down of subnormal goods,
€ [ Selectthis boxif LIFO was adopted this tax year.

d IFLIFO inventory method was used for this tax year, enter amount of closing inventory computed under LIFQ................ i
Yes No
e Dothe rules of Section 2638 ADRIY 10 TS PAMMEIENIDE T ..o oo eeeeeses e s e seese s s e rest s sss et eeeet st esmee st s e sesemse s essreneessnesee r ¥
f Wasthere any change in determining IV em Om BS et 1 v
Y eSS BB o e
[Recard 1 of 1 ' Press F1 or Right-Click for Help

Press Bcto return to thdata Entry Menu.
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SCHEDULE B OTHER INFORMATION

Open theSchedule Bscreen by typin® in the selector field and pressingiER. In theType
of Entity field, selectDomestic general partnership SelectNo to questions 2 through 18,

with the exception of question 6. Seigure 96 on page 153

Figure 96:Schedule B - Other Information

If*Yes,” enter foreign country.

11 Was partnership grantor of, or transferor to, a foreign trust?

12a |s partnership making, or had it previously made (and not revoked), a Section 754 election? ELEC Screen

12b Did partnership make for this tax year an optional basis adjustment under Section 743(b) or 734(b)?

12c |z the parnership required to adjustthe basis of partnership assets because of substantial built-in loss or substantial basis reduction®.....................
13 During the current or prior tax year, did the partnership distributed any property received in a like-kind exchange or contributed to another entity?..........

14 Did partnership distribute to any parner a tenacy-in-common or other undivided interest in partnership propery?.

15 If partnership is required to file Form 8858, enter the number of Forms 8858 attached

16 Does partnership have any foreign partners?

If"Yes,” enter number of Forms 8805 filed for partnership.
17  MNumber of Forms 8865 attached to this return
18a Did you make any payments in 2011 that would require you to file Form(s) 10997

18b If™Yes,” did you or will you file all required Form(s} 10997
19 MNumber of Forms 5471 attached to this return

[~ Tax Matters Partner
Partner # = (Click F1 in this field for more information.)

—

SSN
TMP name

If TMP is an entity, enter representative name

Address

City. =

U.S. Address ONLY : State, ZIP = i3lel

Foreign Address ONLY : Province/State, Country, Postal Code........ =| =] Lj =]

Drake 2011 - Data Entry (400001617 - Twao Sisters Gift Shop) IE‘ = :
Schedule B - Other Information =
1 [ Type of Entity
[~ Domestic general partnership [~ Domestic limited partnership
[v DomesticLLC [ Domestic limited liability partnership
[~ Foreign parnership [ Other:
Yes No
2 Was any partner in the partnership a disregarded entity, 3 partnership, a trust, an S corporation, an estate, or a nominee or similar person®............... m W
3 Schedule B1 Information on partners owning 50% or more ofthe partnership
4  Aftachment 4a and 4b Information on the partnership owning a corporation, trust, or patnership interest
5 Did partnership file Form 8893 or an election statement under section 6231(a)(1)(B)(ii)? g W
6 Does partnership meet all requirements listed for question & of Form 10657 v — E
7 | partnership a publicly traded partnership?. [ v
8 Did partnership have any debt that was cancelled, forgiven, or had terms modified so as to reduce principal amount of debt?. ..o [ r
9 Has partnership filed, oris it required to file, Form 89187 g W
10 Did partnership have an interestin a foreign account? ] v

(ﬂ‘(‘lﬂj

=l

“‘I‘ljj‘l_‘j b CRICE TR

1=l

E-mail address ]

FPhone number. =

Press PAGE DOWN for screen B3 (Schedule B, line 3a & 3b).

_Fiec:ord‘l af 1 | [Press F1 or Fiig.ht-tlic.:k"f.or .H.elp
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Press Ecto return to théata Entry Menu.

Question 6 was answered Yes because the partnership met the
NDTE requirements for question 6. These requirements are:

e The partnership’s total receipts for the tax yware less than $250,000

» The partnership’s total assets at the end of #ze were less than $1
million

e Schedules K-1 are filed with the return and funeis to the partners on
or before the due date of the partnership return

* The partnership is not filing, and is not requitedile, Schedule M-3

SCHEDULE K-1 PARTNER INFORMATION

The partner’s information goes on tBehedule K-1 - Partner’s Share of Income, Credits,
Deductions, etcscreen. Typ&1l in the selector field, pressNEER, then enter the partners’
information from the following table. Presg®l + PAGE DOWN to enter the next partner.

SSN 400001910

Name Mary Hughes
Address 31 Overlook Drive
ZIP 34201

SSN 400001911

Name Jane Hughes
Address 54 Scenic Road
ZIP 34201

The partnership is a domestic general partnersidpeach partner is a general and domestic
partner. Each partné an Individual entity (line 1). Each partner’srpentage of profit, loss,
and capital is 50% Before Change and 50% at Yedr En

For each partner, enter the following informationitemL Analysis of Capital Accountand
in ltem M checkNo to the questiomid the partner contribute prop with a built-in gain or

loss?
Name of Partner Beginning capital account
Mary Hughes 53,029
Jane Hughes 53,028

There is no debt and no other entries for the Ki&.dmounts carry to the K-1 for each partner
when ordinary dividend income is entered. See [Ei@Tron page 155.
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Figure 97:Schedule K-1, Partner’s Share

K1 K1 cont'd

Fartner Mame and Address Information
E 1D number.

Basis Wks

Drake 2011 - Data Entry (400001617 - Twao Sisters Gift Shop)

. Supplemental Info .

400001910

F MName

8805 / ltem M

Schedule K-1 - Partner's Share of Income, Credits, Deductions, etc.

1'}53 ry Hughes

Care ofFBO/DBA

Address

]31 Owverlook Drive

City.

]Eradentcn

{155 2 U | S R e

Foreign: Province/State, Country, Posta
Fhone number.

............ [rn =] Jaaz01

| Code ]

—

Select applicable box if required
[~ Final K-1

[~ Amended K-1

Type of Partner
G ¥ General or LLC member-manager

H ¥ Domestic partner

I~ Limited or other LLC member
I~ Foreign partner

Resident state ] ']
I

-

K. Pariners Share of Liabilities at Year End
NONIECOUES B oo =

Enter total Liabilities
to Partners on bottom of
L Screen.

Qualified nonrecourse........... =
R B COUES R &

E=S

T,

L. Analysis of Capital Account

Beginning capital account.

Capital....

- Partlll: K-1 Direct Entries

Guaranteed payments - other.....
|13M Health iNSUrance. ...
Health insurance distribution reduction

Part lll: K-1 Overrides

‘Record 1of 2

4 Guaranteed payments - services. #-

I PARTNER type (notthe parnership) | |
J. Partner's %
Before Change Year End See FAQ "P" for
| o | 50 information on
] 50 | =0 entering partner
ownership changes
| 50 [ 50

Part lIl: K-1 Overrides

Capital contributed during the year:

Cash contributed

Adjusted basis of propery contributed.
Current year increase (decrease). =

Withdrawals

(See PRNT Screen for method of accounting & global ltem M check boxes.)

| M Did the partner contribute prop with a built-in gain or loss 7.

[ Yes [ MNo |

Amount

/

Frezz F1 or Right-Click for Help

Code Amount
,7
= e B
= =
= i=
]7

ADJUSTED BASIS WORKSHEET

Use the Adjusted Basis Worksheet to calculate tnpds new basis for income or gain. A
partner’s adjusted basis refers to a partner’ssiment in the partnership. The basis is
determined without considering any amount showthépartnership books as capital, equity,
or similar account. When a partner disposes ofitarést in a partnership, the difference
between the sale price and the adjusted basie im¥able gain or loss.

Some additions to basis include:
e Cash contributed

» Taxable income of partnership including capitahgai

* Tax-exempt income of partnership
» Partner’s adjusted basis of property transferrealpartnership

Copyrighted Material
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Decreases include:

» Distributions of cash or property to partners
» Separately stated losses and deductions

* Nondeductible partnership expenses

» Credit adjustments

To enter data on tHeartner’s Adjusted Basis Worksheet typeK1 in the selector field, and
press RTER Select#1 ID Number 400001910 Mary Hughefrom theExisting Forms List
- K1: Schedule K-1 Partner Information.

Click theBasis Wkslink at the top of th&1 screen. See Figure 98 below. Enter the partner’s
information from the following table.

Fields Data
Debt Basis, Line 15 22,500

Figure 98:Adjusted Basis Worksheet link

F

Drake 2011 - Diata Entry (400001617 - Two Sisters Gift Shop)

K1 K1 cont'd Basis Wks Supplemental Info 2305/ ltem M

Schedule K-1 - Partner's Share of Income, Credits, Deductions, etc.

Fartner Mame and Address Information
E IDRUMBET. oo |400001910

A S e e s [Mary Bughes

Press Ecto return to théata Entry Menu.
Printing the Adjusted Basis Worksheets

To print the adjusted basis worksheets, opefPRRET screen (from th®ata Entry

Menu either clickPrint Options or typePRNT in the selector field and pressiER). In
theK-1 Items to Print section, seled®rint partner’s adjusted basis worksheet
Calculate the return and the program generatesdhiesheets based on the K-1
information, then compares them to the partnerd’'skChange the partners’ information
as necessary.

Also, view the return and double-click tiiék_PCOMP folder for Schedules K and K-1
comparison worksheets to see how your enteredcgatpares to the calculated data.

PARTNER SPECIAL ALLOCATIONS

General allocations for profit, loss, and capita assigned on the Schedule K-1. Special
allocations such as interest income, guaranteech@ats, or ordinary dividends are entered on
the SA Partner Special Allocationsscreen. Typ&A into the selector field and pressiER

or selectSA Partner Special Allocationson theData Entry Menu. See Figure 99 on

page 157.
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Select an allocation type from t@dlocation Type list. Next, select either tHeercentage
allocation or Dollar allocation option. Select a partner from tRartner’s ID Number and
Namefield. Enter arAllocation Percentage or Amount

The Partner Special Allocation for Two Sisters Giftop use®ollar allocation. In the
following example, $5500 for Medical Insurance Paidllocated among the partners.

To help sort through the list of allocation types, click the Allocation Type

NDTE text box and press F1. In the resulting window, the types are divided into
categories such as Analysis of capital account , Total liabilities , Income,
Other income , Section 179, Deductions , etc.

Fields Data
Allocation Type 138 Line 13- M AMOUNTS PD FOR MED
Allocation Method Dollar Allocation
Partner SSN/EIN 400001910 400001911
Partner Name Mary Hughes Jane Hughes
Dollar Allocation 2,750 2,750

Figure 99:Partner Special Allocations

Drake 2011 - Data Entry (400001617 - Two Sisters Gift Shop) Saeen Help| [we| |-

Partner Special Allocations

Allocation type |133 Line 13 - M Amounts Pd for Med LI

-Allocation Method -
If no allocation method is chosen, no amounts or percentages will be allocated.

I~ Percentage allocation Dollar allocation MUST be used for guaranieed
payments and health insurance. Do not combine

¥ Dollar allocation insurance amounts with guaranteed payment amounts.

HINT: For amounts to flow properly, ALL partners must be included, Allocation
even if receiving a zero allocation. Percentage® or
Amount

Partner's D Number and Name
|[400001910 Mary Hughes

{400001811 Jane Hughes

2750
|2730

L fbafe e fhs fLe fbe (L fL Lo

| |
| |
| |
| |
l |
| |
| |

* Express percentages in percent, not decimal, format. For example, 15% should be entered as 15
{not 0.15) and 15.5% should be entered as 15.5 {not 0.155).

|Record 1 of 1 Press Pége Diawn for Mew Screen Press F1 of F!ight.-E.Iic-k fﬁl.HE“J :'[S.creen Hélp]

The amounts are carried to the K-1 for each pastiien medical insurance paid is entered on
the Deductions screen.

Copyrighted Material Drake Software Evaluation Guide



158| Partnership Return 2011 DRAKE SOFTWARE

Press Ecto return to théata Entry Menu.

BALANCE SHEET INFORMATION
Next, enter balance sheet information on$lebedule L — Balance Sheetcreen.
Typel into the selector field and pressiER to open thdBalance Sheescreen. See

Figure 100. From the following table, enter the begig and ending totals in ti&hedule L
- Assetssection.

7a
7b

9a

10a

10b

1

12b
13

Schedule L - Balance Sheet 2

Entries on lines 6, 8, 13,17, and 20 require use of the SCH2 screen for details. The amounts from that screen flow to the appropriate
lines when the return is calculated.

The partners’ capital account can be automatic; however, it is also used as the balancing account. If an amount is entered, itis
compared with the computed amount. If no amount is entered, no checking is done, and the balance sheet is forced to balance by
the program.

Auto-balance can be turned off from the PRNT screen.
~Schedule L -Assets

Trade notes and accounts received.............
Less allowance for bad debts...................
IAVBREDTIES o e
U5 Government securities..............
Tax-exempt SECUMES. i
Oiher currentagsets. oo s SCH2 screen SCHZ screen
LOANS t0 PARMETS oo
Mortgagelreal estate loans.....................
e IVBSIMIEIS e SCH2 screen SCH2 screen

Intangible assets
Accumulated amortization
PR R e, SCH2 screen SCH2 screen

Fields Beginning of Year End of Year
Cash 35,620 45,980
Trade Notes & accounts |12,350 15,000
received
Figure 100:Schedule L1 — Balance Sheet — Assets
‘Drake 2011 - Data Entry (400001617 - Two Sisters Gift Shop) = ® e

]

Beginning of Year End of Year

m

-

e
—
—
_.
— N

[~ Carry book accumulated depreciation and amortization to Schedule L
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From the following table, enter the Beginning ofa¥and End of Year totals in tisechedule
L - Liabilities and Parners’ Captial section.

Fields Beginning of Year End of Year
Accounts payable 23,500 25,940
Payables less than 1 year 10,620 12,350
Payable more than one year (45,735 38,790
Partners’ capital accounts 106,057 143,848

Figure 101:L — Liabilities & Partner’s Capital

Schedule L - Liabilities & Partners' Capital

T Accourds payable s 23500 25840

16 Payables lessthan 1 year. ..o 106200 12350

17 Other curentliabilities ... SCH2 screen SCH2 screen

18  Allnonfecourse loans.. ... ]—_ ,—_

198 Loans oM Panners . ...

19b  Payables more than 1 Y8ar.... 43735 387490 |5
2 Otherfiabififies: . ooisisnumuinnummss SCH2 screen SCHZ screen

21 Partners’ capital accounts ... _ IW _ fm

Schedule K-1, Line K - Total Liabilities to Partners

i el g ol T £ e et e Do e el e L e Dt e e e L e e e e e e

Qualified nonrecourse...
Recourse

Press PAGE DOWN for screen M1 (Schedule M-1).

{Record 1 0f 1 :PIBSS F1 ar Right-Click for Help | -

Press Bcto return to théata Entry Menu.

Schedules L and M-1 are not necessary for thismetdowever, choose to have the software
complete and print those forms to help you revigype PRNT in the selector field and press
ENTER to openPrint Options. At the top left of the screen, put a check martheForce

print Schedules L, M-1, M-2 & K-1 Section Lbox. Press &cto return to théata Entry
Menu.

A partnership is not required to complete schedules L, M-1, M-2, and item L
NDTE on Schedule K-1 if the partnership's total receipts for the tax year were less
than $250,000 and the partnership's total assets at the end of the tax year
were less than $1,000,000 and Schedules K-1 are filed with the return and
furnished to the partners on or before the due date for partnership returns.

SCH2 BALANCE SHEET SUBSIDIARY SCHEDULE

Two Sisters Gift Shop has other current assetsdiualire a detailed statement. These assets
are entered on tHeCH2 screen. To open tH&CH2 screen, typ&CH2 in the selector field
and press ETER See Figure 102 below.
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Enter the following information fokine 6 Other Current Assets

Description Beginning of Year End of Year
Prepaid Expense 4,545 5,373
Prepaid Taxes 3,000 10,000

Figure 102:SCH2 Subsidiary Schedule for the Balance Sheet

¥ Drake 2011 - Data Entry (400001617 - Twao Sisters Gift Shop)
Subsidiary Schedule for the Balance Sheet (SCH2)

Totals are printed on the appropriate lines of Schedule L.

Select a line number and complete the columns below.

Lines with "STATEMENT" indicated will produce a statement that is e-filable,
All other lines will produce a statement sheet (STMT) that is not e-filed.

-Subsidiary Schedule for the Balance Sheet (SCH2} -
Select line number from drop list

A statement showing totals for each column will be prepared based on the information entered here.

&

Other Current Assets

Beginning

Description of Year

End of Year

]Prepaid Expense

4545

5373

]Prepaid Taxes

3000

10000

I
|
|
|
|
|
|
I
|

\Record 1 of 1 |Press Page Down for Mew Screen

I
|
|
I
|
|
|
|
|
|
I
|

Press PAGE DOWN to enter additional lines.

[Press F1 or Right-Click for Help

= B>

Press Ecto return to théata Entry Menu.

DEPRECIATION

Drake provides six data entry screens for deprieciaDn theAssets-Sales-Recapturtab of
theData Entry Menu, the six screens are grouped in a box labBlegkeciable Assets
Selection options are clearly marked and include:
» A screen fod562 Depreciation Detail temsand four screens offering additional parts
of Form 4562The4562screen is usually the only screen needed for iegter
depreciation; screerts9 are used only when entering depreciation calcdlatdside of

Drake.

» AscreenlO Additional Depreciation ElectionsscreenScreenlQis the place to elect out
of bonus depreciation for all classes or by propeldss. For this return, we do not opt out
of bonus depreciation. See Figure 103 below.

Drake Software Evaluation Guide
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Figure 103:Additional Depreciation Elections

Drake 2011 - Data Entry (400001617 - Twao Sisters Gift Shop)
Additional Depreciation Elections

I~ To elect out of bonus depreciation for all classes, mark this box.

AllAssets

If"Bonus” is marked below:
-100% bonus depreciation applies to all eligible assets placed in sewvice after September 8, 2010,

3-Year Property

5-Year Property
T -Year Property
10 - Year Property
15 - Year Property
20 -Year Property

NOTE: These elections apply only to assets placed in service during the current tax year that qualify
for bonus depreciation.

|Mew Screen

Bonus 0%
r r
r m
r -
r I
r ]
r R

= B>

Prezz F1 or Right-Click for Help

To create a Form 4797om within the 4562, complete thESold section on the bottom right
of the4562 The only required fields af@ate sold Sales price andProperty type.

For the Two Sisters Gift Shop’s return, there dreé¢ depreciable assets. To enter them in the
return, first type4562 into the selector field and pressiER or, while on theAssets/Sales
tab, click45620n the right side of the screen.

Depreciable item #2, Displays, has a bonus degieciaf 16,000. To view the individual
details of each depreciable asset and make adjottnatickitem Detail at the bottom of the
grid data entry screen..

Form Description Date Acquired Cost Method Life Prior Dep
1065 Building 07-12-2002 183,500 ARP 39 66,153
1065 Displays 06-13-2011 32,000 M 7

1065 Storage Racks 09-12-2005 15,000 M 7 12,428

Copyrighted Material
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Use grid data entry for quicker data entry. This feature is available for

NDTE certain screens, including 4562 screens for all packages. Once in grid data
entry, enter the appropriate information into the grid and press TAB, or use
the Up ARROW or DOWN ARROW keys to navigate the fields. See Figure 104
below.

To turn grid data entry on or off, go to the Data Entry tab under

Setup > Options and click to activate or disable Use grid data entry
format for select screens . (It is activated by default.) Once in data entry,
press F3 to move from full screen to the grid data entry screen. Press F3
again to return to full screen mode. Grid data entry does not need to be
activated in Setup > Options to use the F3 feature.

Figure 104:4562 screen in grid data entry mode

Drake 2011 - Grid Entry (400001617 - Two Sisters Gift Shop)

Fom | MFC | Description Date Acqu... | Cost / Basis | %Use | Used| LPT | Method | Life | Priar Depr |
11085 | 1[Storage Racks 0922005 | 15000, (. M [ 7 12428
2|1065 | 1|Displays DE132011 | 32000 - i T |
31085 | 1/ Building 07122002 | 183500] | laRP | 39| 65153
4 | | | | | | | | [ [

Help Item Cretail [relete Row(z]

Row: 4 of 4

Press Bcto return to thdata Entry Menu.

AUTO-BALANCE

Auto-balance forces Schedule L to balance for fim¢hbeginning and end-of-year amounts.
The program adjusts the partners’ capital acconr@ahedule L by the difference between the
total assets and the total liabilities plus cagitfiore the adjustment.

For example, if a partner’s beginning assets aje(Rland the liabilities and capital are $900,
then the program increases the partner’s capit&Loy.

The program makes the adjustment due to differeimcti®e balance sheet. These differences
can come from amounts entered incorrectly but amally the result of:

+ Assets deleted from thE562detail screen instead of indicated as sold

* Beginning inventory amounts adjustedfeorm 1125-A or ending inventory amounts
entered incorrectly

* Amounts erroneously deleted from tBehedule Lscreens

To reconcile the differences, it is best to compgheebeginning and ending balance sheet
amounts for the partnership for the tax year.
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If you do not wish to use Auto-Balance for a speaiéturn, it can be turned off on tReint
Options screen. EntdPRNT in the selector field, press\nEER, and selecturn off Sch L
Auto Balancescreen.

REVIEW

Review the return for accuracy. Clitkew at the top of the screen to open View/Print mode.
(If you indicated inSetup > Optionsthat theCalculation Resultsscreen be displayed before
View mode, clickContinue on theCalculation Resultsscreen to open View mode.)

Select 1065 from the category tree view. Reviewld@5, the Statement, and the listed
schedules to check expenses. Compare these t0@bdaricome statements on the following
pages.

Exit this form and click to viewt065.PG5 Check the balance sheet at the top of the padje an
the M-1 in the middle of the page. Schedule L lide-Total assets should match Schedule L
line 22 -Total liabilities and capital. Scheduldiie 21 column (d) should match Schedule
M-2 line 9. See Figure 105 on page 164. The M-1 &lue reconcile your books to your
taxes. Compare these to the 1065 books on theniioiippages.

N To force the 1065.PG5 to print Scheule L information, go to the PRNT
DTE screen in data entry and select Force Schedules L, M-1, M-2 & K-1
Section L.
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Figure 105:Form 1065, page 5

Form 1985 (20115 Two Sisters Gift Shop 40-0001617 Fages
Analysis of Net Income (Loss)
1 Netincome {loss). Combine Scheddle K lines 1 fmougn 1. Finom e resall, Suntract S sum of
Soneduls ¥ Ines 12 Tnugn 134, 2nd 161 R PPt b 7791
2 Amalisis by = - . = . [vi}
DEMTETETe I e 1-5*:;33-@' Im:t'.'l.‘:&ﬁ;al {/] FEnincrheg l.!lr";,a:"::;i" Saomineaiother
& Generalparmers
b LimBedoariers . .. 37,751
[Schedule L | Balance Sheets per Books | Beghwilng of ta year End of &3¢ year
Agsats {2} b} {c} [}
T I e A L e o e i 35,620 45 980
1a Tradenoles and 3ccounts receleie L TRT 12. 350 15,000
b loccalwance DT DAI0REE  ©.uewcaanas- 12 350 15 000
T O ool 10,478 I
4 US gosmment ooligations
5 Taesem selUREE e e e e )
& Ofercurmen mool (FEonemeementy . . | ESEmEEEDT 7. 545 15.373
T8 Loans fopannens (or persons relted 1o pamnens) i
b Mogageandrealesifelans | L L. ... iee e
& Omer inestmerts (SHRch stalement) et e
2a Bulidings and oiher depractaie 3s5ats LT 198 .500 230,500
b Loss aocumutiod Carectill . . w v e wean e 78,581 119,919 102,932 127 588
10a CTepletaile assets T
b Loss 3coumulsisd B2 L L L s e e e eene
11 Land {met of any amoritztion) P e
1238 mangiole 3soefs (om0l L L L e e e we e d
D oz aooumulind STOMEEIN . v e sesaesd
13  Ofer zssels (3fach siaement R e H T
T L R 185913 | 220 .9°8
Lizbaitias and Capsts
15 ACCOUS DEjamk e s A e 23 500 20 AT
18 Morgages, notes, bonds payEne iness fan 1ear |, 10.820 12 . 351
17 Omer current ilsniifies [FRech st L L L L ...
W OANNOMECRNEE AN  cucdwsmsaes e
193 Loans Tom pEmmens for persans nelsied 10 parners) N
b Momgsges, notes bonds pIyEDle i yeErarmare. 45 735 38, 790
2 Ofer iisoliles {afach sigement = o
21 Panners’ caphal ac00unes Al g A 106,057
3 ToEEMMES I e . e maesasaa 185,912 220,928
[Schedule -1 | Reconciliation of Income [Loss) per Books With Income [Loss) per Return
Horte. Scheoule k-3 may be reguirsd nstead of Schaouls K1 (522 Instnuctions )
1 Nethoome (JOSS) DETDOOKE . . . . w e 37,791 |5 noome reconded on books TS yeaT not Includad
2 ncome included on Schedle K, ines 1,2, 30 on Schaule . Iines 1 hirougn 11 {Remize)
5,63, 7.4 9210, =nd 11, mof necondad on 8 Ta-gnemps Intanest 5
[oonics s A [Remize)
3 Cugraniesd pEyments (ofer TEn T Deductions Included on Scnedule K, ines
PEERIEENSE) . L i s 1 Swoeugh 134, and 161 not changed
4 Exgensss neconded on DOORS TS yEST 2gaing! bk Income s year [Remize)
niaf inciuced on SchadJe i Tnes 1 & Depraclstion 5
Trough 134, 2nd 161 {Remize)
a Depreciation
b Trauwel and enterizinment. § & AddlresCand 7 A e Ll Lo £ R o PR
3 income {kes) [Anslysls of et inoome
5 OANIES TRIONENE . L. .uiiu.ssas 7,791 | (uess). ine 1) Suneract e 8 fom e 5 i 37,791
[Schedule -2 | Anzlysis of Partners” Capital Accounts
1 CaanceaDeghiingoiied .....caawd 106,057 |6 DictiEetions 80380 .oovccunvaans
1 CooRzlconfriouted 20389 . L0 ewwssd I PIOREY  vveomieie s
b Progery e e T Omer gecreases [Remizs)
3 Mt income (loEs) per Doois 37,7891
4 Omer henesses [REize)
& AddlresCand 7 Mo s e e
5 Acd lires 1 Bwougin L resmsesensnadd 1473 BAR |9 Satznce st endolesr Suttract Ine 3from e 5 143 848
==

Form 1085 (2011]
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FINANCIALS

Use the following income statement and balancetsbemmplete the partnership return.See
Figure 106 below and Figure 107 on page 166.

INCOME

Figure 106:Income Statement

Two Sister's Gift Shop
Accrual Basis of Accounting

Met Income
January 1, 2011 - December 31, 2011

Gross receipts
Returns and allowances

Interest income on receivables

Dividends

COST OF GOODS S50LD

Beginning Inventory
Purchases

Labor

Total

Less Ending Inventory

5

TOTAL COST OF GOODS SOLD

GROSS INCOME

EXPENSES

Salaries & Wages
Health Insurance
Repairs & Maintenance
Bad Debts
Depreciation
Retirement plans
Taxes & Licenses
Property tax

Payroll taxes
Licenses

Other Expenses
Accounting
Advertising

cash short/over

Cell phone
Computer

Delivery

Education & Training
Equipment Rental/lease
Insurance

Internet

Janitorial

Laundry & Cleaning
Legal & Professional
Permits & fees
Software

Supplies

Travel

Telephone

Utilities

Waste Removal
Total Other expenses

TOTAL EXPENSES

NET INCOME/LOSS

10478
35,879
6,800

2,590
8,995
650

600
4.500
225
360
2,500
780
425
3,700
7,500
240
2400
350
450
340
695
700
1,700
240
12.000
1,200

A A A

£

7 £ A 9 A R &

5

$

$

215,620
(5.300)
2,650
4,272

217,242

53,157
(16.957)

36.170

181,072

45700
5,500
2,400
3.210

24 331
9,000

12,235

40,905

143,281

37.791
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Figure 107:Balance Sheet

Two Sister's Gift Shop
Accrual Basis of Accounting
Balance Sheet As of 12/31/2011

ASSETS 1112011 12/31/2011
Current Assets
Checking/Savings 5 35,620 5 45980
Trade Notes & Accounts Receivable 5 12.350 5 15,000
Less allowance for bad debt
Other current assets 5 7.545 5 15,373
Inventories b 10.478 3 16,987
Total Current Assets 5 65,993 5 93.340
Fixed Assets
Buildings & other depreciable assets 5 198.500 5 230,500
Less Accumulated Depreciation 5 (78.581) £ (102.912)
Total Fixed Assets 5 119,919 5 127 588
TOTAL ASSETS ) 185,912 5 220,928
LIABILITIES
Current Liabilities
Accounts payable, trade 5 23,500 5 25,940
Maortgages. notes, bonds payables less than 1 yr 5 10.620 3 12,350
Mortgages, notes, bonds payables more than 1year 5 45,735 5 38.790
Other current liabilities 5 79.855 t =
Total Liabilities 5 158,710 5 77.080
Equity
Partners Capital Account 5 106.057 5 143,848
5 106,057 5 143,848
TAL LIABILITIES
& EQUITY 3 185.912 ] 220,928
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Review Questions Part 7

Answer the following questions. See page fd@8answers and explanations.

1. Beginning and ending cash should be entered on the:

a) M1, Reconciliation of Income

b) M2, Partners’ Capital

c) L, Assets, Liabilities and Capital

d) A, Form 1125-A Cost of Goods Sold

2. Which schedule has an Auto-Balance feature thabeadisabled on theRNT screen?

a) Form 1125-A
b) SchedulekK
c) ScheduleL
d) Schedule M

3. Questions about a partnership’s total receiptstarad assets are answered on which screen?

a) ScreenNC, Income

b) Schedule B - Other Information

c) Schedule K-1 - Partner’s Share of Income, Creditdeductions, etc.
d) L, Assets, Liabilities and Capital

4. Beginning and ending amounts on the partner’s abaitcount would be entered on:

a) Schedule K 1, Partner Share of Income, Credit, Dkictions, etc
b) L2 - Liabilities and Capital

c) M2 - Partners’ Capital

d) L, Assets, Liabilities and Capital

5. Special Allocations

a) Are entered on each partnekK4 screen

b) Are entered on th8chedule K Partner's Summaryscreen

c) Are shown on the 1065, Income section, line 7, Oifmeome

d) Caninclude ordinary dividends, interest income) gnaranteed payments

6. Depreciation can be entered on which tab in Drake?

a) General

b) Credits

c) Other Forms

d) Assets/Sales/Recapture
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ANSWERS PART 7

1.

The correct answer @ L, Assets, Liabilities and Capital Use thel 1 screen to enter cash since cash
is an asset.

a) is incorrect. Thd1, Reconciliation of Incomescreen is for reconciling income or loss from the
books with income or loss from the return.

b) is incorrect. Thé2 is used for increases and decreases to partragitak

d) is incorrect. Thé screen is used to enter costs of goods sold fr@enmncome statement.

The correct answer ©§ Schedule L Balance Sheet.

a)is incorrectForm 1125-A, Cost of Goods Solddoesn’t have an auto-balance feature.
b) is incorrectSchedule Kis a summary of partner information.
d) is incorrect.Schedule Mis used to reconcile income or loss.

The correct answer &) Screen INC, Income

b) is incorrect.Schedule B, Other Informationis used to report information about the partngrshi
c) is incorrect. Th&K-1 is used to enter information about a partner.
d)is incorrect. The., Assets, Liabilities and Capitalis used to enter partnership assets and liailitie

The correct answer 3 Liabilities and Capital.
a) is incorrect. Beginning capital amounts for epattner are entered on tké&, but not the total
amounts for beginning and ending.

c) is incorrect. Thé2 is used for reconciling income (or loss) per boaith income (or loss) per
return.

d) is incorrect. Th&, Assets, Liabilities and Capitalis used to enter partnership assetsand liabilities

The correct answer @) Special Allocations Special Allocations can include ordinary dividend
interest income, and guaranteed payments.

a) TheK1 is used to enter information about a partner.

b) ThePartner's Summary include information on all the partners.

c) Special Allocationsaren't included irOther Income.

The correct answer ) Assets/Sales/Recapture

a) is incorrect. Th&eneral tab includes demographic information, income aadudtions, and
partner’s information.

b) is incorrect. Depreciation is not a credit.

c) is incorrect. Th®ther Forms tab contains miscellaneous forms.
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Tools

The following sections review the various functi@m file maintenance tools located on Toels menu.

UPDATING THE SOFTWARE

Because tax law is ever-changing and Drake Softigarentinuously being enhanced, the update
process should be part of a daily business roultirs¢alling updates with the Update Manager
ensures you are always running the most currestoreof the software. The software
automatically looks for updates for all tax packagad installed states. Updates can be
downloaded manually, or if you have a constantiv@econnection, you can set up the program to
download them automatically. From tHeme window, go toTools > Update Manager See

Figure 108 below. From the menu, choose from tHewioghg update options:

* Check For Available Updates
» Auto Update Settings
* View Release Notes

Figure 108:Update Manager

2011 Drake Tax Software Version P2.1.1.2012.70

Drake Update Manager
Use this screen to keep your software up to date. If vou wish to install state programs use the "Tools > Install
State Programs" menu.
Manual Updates Autamatic Updates

Auto Updates is currently turned off,
Get Updates |

Auto Update Settings |

Double-click on an itern below for information about updates currently installed:

10408 Program 1120 | 11205 | 1085 | 100 |sso0 | 706 |Git | Stetes | TexPlanner|

Description I Update Nao. | Feleasad | =
General Updates 70 03/232mea
1040 Program, e-File and State Updates: 4 03fezfeme =
1040 Program and State Updates o3} n3senzmae
General, 1040 and State Updates: E7 03e2012
1040 Frogram and e-File Updates 66 03n42me
General, 1040 Program, and State Updates 65 03n32mez
1040 Program and e-File Updates: G4 03smaemez
1040 Program. e-File, and Business Updates B3 gam7emae
General, 1040 and State Updates: 5 Q3022
1040 Program and e-File Updates B1 03/o2mae
1040 Program Updates 60 nzfeafeme
1040 Pragram and e-File Updates 59 n2feasnen 2
1040 Program and e-File Updates 5a pzgerieniz -

N When updates are installed, the program creates an installation log
DTE showing the file name, release date, and number of the update. Click a tab
and description to view the installation log.
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PRINTING BLANK FORMS

Use theBlank Forms tool to view or print blank federal and state tasms and interview sheets.
Forms that are not available in data entry mayJadlable as a blank form. Some states prohibit
printing blank state forms; in this case, conthetgtate revenue office to obtain blank forms.

REPAIRING INDEX FILES

Repair your index files often for general file maimanceRepair Index Filesshould be used:

» After using theBackup/Restorefunction to restore files. (In this case, reph&Name
Index.)

» After receiving a *?’ on a file while processingkac (Repair th&F Index.)

* When theSearch EF Databaseloes not function properly. (Rep&F Index.)

* When a file for data entry does not open. (RefeName Index)

* When adding records to the EIN Database. (Rag&rDatabase)

» After deleting a client throughools > File Maintenance > Delete Client File remove the
client from theOpen a Returnlist.

» To update the Client Status Manager index.

To acces&epair Index Filesfrom theHome window, go toTools > Repair Index Filesor press
CTRL + R.

NDTE Repairing the Name Index takes approximately one minute for every 2,000
clients.

MAINTAINING FILES

File maintenance tools provide a means to manaigefitlss within the program. Certain files can
be imported or exported, changed or deleted. Ctiatd files and important configuration files can
be copied to diskettes, CDs, or external mediacde¥hen moved to other computers or used as a
backup in case of computer malfunction. Returnsbeatocked and unlocked to prevent
unauthorized access.
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To access maintenance tools, gdaols > File Maintenance There, you can choose from:

Backup andRestore— Back up files to a media device or other loaadiand restore files to
a hard drive.

Change SSNs on File— Rename a file when the SSN/EIN is changed. éNatlable for PPR
clients.)

Export Client or EF Data — Convert client data and EF files to a “text"@8V file for
importing into other programs such as Microsoft Wor Excel.

Password Protect Files— Protect files from unauthorized access.

Unlock Client Files— Unlock a client file that has been locked aétkctronic filing.
Delete Print Files— Delete the temporary “print” files.

Delete Client Files— Permanently delete client data files.

Change File Type— Change an Individual, Corporation, S-corporatigiduciary,
Partnership, or Tax Exempt return to another fifget

Quickbooks Import — Import client data from Quickbooks into Drake.

PRODUCING LETTERS

TheLetters function allows you to produce preseason, posteeasstimate, schedule letters for
one or multiple clients, EF status, and engagemediers. You can also produce mailing labels,
envelopes, and postcards sorted in dozens of gliffavays, such as by All Clients, All 1040
Clients, All Corporate Clients, even by the birthsl®f the clients’ dependents.

To access etters, go toTools > Letters > Letters See Figure 109 below

NOTE

Figure 109:Client Letters

Drake 2011 - Client Letters
Client Letters
Select the desired letter from the list below. Click "Mest” to continue.
Select letter to print for clients
& Post-season for 2017 clients
" Pre-season for 2010 clients
" Individual estimate payment reminder for 2012
7 dppointment letter/email notifications for 2011 clients
" EF status for 2011 clients
 Engagement lstter
Help : Ha | Newt | Cancel

Preseason organizers and proformas print prior-year data on interview
sheets. To access these forms, go to Last Year Data > Organizers or
Proformas .

« To edit a letter, go to Setup > Letters .
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AMORTIZING

The Amortization tool prepares loan repayment schedules and pre@aidariety of loan
scenarios. To access this tool from the menu bércslools > Amortization.

Complete the following fields on themortization Schedule screen:

Schedule Title— Name your schedule.
Loan Amount — Enter the original amount of the loan.

Amortization Periods — Enter the number of payments to be made ovdif¢hef the loan.
For example, if the loan is for two years and mbngayments are required, enid4 for the
number of amortization periods.

Payments Per Year— Enter the number of payments to be made eaehdal year.

Annual Interest — Enter the annual interest amount for the lodwe ifterest for each
monthly period is calculated automatically. If fheerest is unknown, and the payment
amount is known, leave thfnnual Interest field blank.

Payment Amount—In most cases, the program calculates the paymemtiigt based on the
other information entered. If this field is blardnd the interest amount is entered in the
Annual Interest field, the program calculates the payment andlayspit in this field. If the
interest amount is unknown and the payment amaukriown, enter the payment amount in
this field. If theAnnual Interest field is left blank, the program calculates thenest and
displays the amount in thennual Interest field.

Payment Type— Choosd-ixed Paymentor Fixed Principal. The default is-ixed

Payment

Date of First Payment—Enter the date that the first payment for the lisasiue. This entry
is used to determine the dates for the subseqagntgnts.

After the information is entered, clickalculate or pres€EENTER to create the amortization
schedule. CliclPrint Scheduleto send the schedule to the printer or cekve Scheduléo save
the schedule for future viewing througeports > Report Viewer

EDIT EIN DATABASE

When an Employer Identification Number (EIN) isenat in data entry, it is stored in the EIN
database. Use tlt&dit EIN Databasetool to edit EIN information.

P 0w NP

On the menu bar, go fimols > Edit EIN Database
Enter the desired EIN and cliéidit, or press ETER.
Select the employer from the list and pressER,or double-click the name.

Once theEdit EIN/Employer Listing window is opened, edit any of the available fields.
* Click Cancelto revert to the saved information.
* Click Deleteon the primary screen to delete the EIN from thializse.

Click Save
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SCHEDULING APPOINTMENTS

Use the Scheduler to create and manage daily sldseftw preparers in a firm. Schedule
appointments and reminders and run reports basedr@mdule information. Preparers’ schedules
and appointments can be brought forward each tax ye

SCHEDULER MODES

The Scheduler can be opened in one of two modes:

» Preparer mode— Three calendars are available: Selected DatekiW/emnd Preparer.
The current date displays on the Selected Datbytatefault and displays the
appointments for the logged in preparer. See Fifjliéebelow.

* Front Office mode— Designed for the receptionist and other persomhel manage
appointments but do not prepare tax returns, tlodarallows a receptionist to set up
views and manage appointments. To create a Frdiceddgin, go toSetup > Preparers
add a preparer, and give the preparer “Front Offieeurity rights.

Figure 110:Calendar Tabs

™ A B = 2 m ¥ @ qJi

MNew Appt  Search Appts Print Reports Export Setup Batch Appts Help

Curtert Caleridar Date Calendar for 03-24-2012 | ‘Weekly Calendar | Freparar Calendars |

Time I Harme | Comments -~
1:16 Phd

Sun Mon Tue'wed Thu Fin Sal.
2w 3n 1 2 3 4

5 B 7 8 9 10 M

12 13 14 15 16 17 18
19 20 21 22 23 24 25
2K 27 28 29

Sun Man Tue'wed Thu al
1. & B
4 5 B 7 & 9 10
1m 12 13 14 15 16 17
19 19 2 2 2 3
25 26 27 28 29 30 A
I - R ) < -

T Today: 372472012
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PREPARING TO USE THE SCHEDULER

Preparer schedules must be created before youseath@ Scheduler.

Generating Preparer Schedules

To create a preparer schedule, complete the fatigwieps:

1. From theHome screen of Drake, seleSetup > Preparer(s)on the menu bar. Select
a preparer and clickdit Preparer. Click Scheduleto create the preparer’s schedule.

2. In Setup Scheduleselect a day from th&elect daylist.

3. Choose thén andOut times for that day. As times are selected, theyeappn the
schedule grid. Continue to datandOut times for each day of the week. To apply the
selected times for every day of the week at onlggk &pply to All .

4. Click Saveto save the schedule, then clikveandEXxit to exitPreparer Setup

SCHEDULING APPOINTMENTS

Once preparer schedules are created and selecteié\io appointments can be scheduled

from theAppointment Detail screen.

To access th&ppointment Detail screen, clickNew Appt from the Scheduler toolbar, or

double-click a time slot on the schedule grid.

Figure 111:Appointment Detail Screen

Drake 2011 - Appointment Detail

= B0 &« = F & ©0

Find Mext Appt  Save Delete Lookup Data Entry  Organizer Proforma Help Exit

Date: | 324/2012 '] Timea: |04:15 Pk — Duratiu:nn:i']— Fid Eﬁ BT FPreparers:

SSNII.'EW:HDU-DD-‘]DD'I Clienttype:lplet”ming - AppDintmenttype:llndiwdual

|Rache| Feony

MName:

Street |123 Juniper St

City: |Arcadia a1 |FL sip |34268
Phane (day): (B00)555-2424 Ewening: (800)555-1218 Cell:
Ext: Ext:

Email: |

Comments:

W Add reminder I Private appointment [ Recurring appointment

~| | [Emily

Ferny

Ernail Motification
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NOTE

Creating a New Appointment
To schedule an appointment, complete the follovsitegps.

1. From theAppointment Schedulerwindow, clickNew Appt from the toolbar, or
double-click a time slot on the schedule grid temtheAppointment Detail screen.
Or, from theData Entry menu of a return, right-click and seléadd Appointment.

2. Complete the fields.
Choose to schedule the appointment for one or mi@garers.
4. Click Saveto displaythe appointment on the schedule grid. See Figurdalfv

w

When setting up appointments, enter an SSN/EIN of a client already in data
entry and the Name, Address , Phone, Client Type , and Appointment
Type fields are automatically filled. Data entered manually in these fields is
not overridden. You can also auto fill the Appointment Detail screen using
the Lookup feature to search for a client by last name.

Figure 112:Appointer Scheduler Grid

Drake 2011 - Appomntrnent Scheduler | || ==] |@
— g = ! m— T / T— r'
: N &= v : W~ © 4
New Appt  Search Appts Print Reports Export Setup Batch Appts Help Exit
Current Calendar Date Calendar for 03-24-2012 | ‘Weekly Calendar ] Preparer Calendars ]
MName | Comments -
Sara Phlox
5 | Continued . Continued
< | Febuay. 2012 » gl L el
J LA J | ..Continued Continued
L e | .Continued ..Continued
[~ JE‘ o a in 11

CREATING APPOINTMENT REPORTS

To generate reports based on scheduled appointncemiplete the following steps:

1. From theHome window, open the Scheduler and selReports.
2. Select the type of report to run:

» Preparer Appointments —List of a preparer’s appointments for one dayeEnt
appointment date and preparer. The report is ftinte

» Preparer Calls List — List of a preparer’s calls for one day.
o Call List for All Preparers — List of all preparers’ calls for a specific date.
* New Client List — List of new clients entered in the Scheduler.

3. Choose a preparer (except when runningdak List for All Preparers).

4. Click View to generate the report and open Report Viewer.
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OTHER TOOLS

Two tools are located in tHéle menu:Forms Based Data Entryand theQuick Estimator.

FORMS BASED DATA ENTRY

Forms Based Data Entry is available in Drake fdhiidual tax return preparation. Instead of
accessing data entry from tBata Entry Menu, screens are accessed from an interactive
1040 form. See Figure 114 on page 177.

Click a form line to access the data entry scremogated with the line. Data entry screens
may also be accessed by entering the screen ctideSereen To Loadfield. See Figure 113
below.

Figure 113:Screen to Load field

Drake 2011 - Data Entry (400001901 - Taylor, Joseph & Michelle - 400001902)

cees h,‘\ =t 5 a = I-_'!
gamt ymtty a0 e i
Calculate Wig Prirt Split Droc kar Tax Plan

Page1 Page 2 | Screen To Load: |

F
E 1u4u Cepamment of Te Tresguny - memal Reenue Sandce (k== ]
U.S. Individual Income Tax Return

Edit Demographics

Your Aref name and Inkial | L3t rame

2011 ‘

Data entry screens with data appear on the inteeat040 form as purple links. To go back
and make edits to entries on screens, click thkedimthe interactive form. Screens without
data appear as blue links. Red characters repréatnts it will appear on the form.

Quick ESTIMATOR

The Quick Estimator allows you to enter individuatiurn data and quickly estimate the return
results. A return created in the Quick Estimatarnte as one Pay Per Return.

1. Go toFile > Quick Estimator.

2. Select a return to open or create a new returrgubimclient’s SSN. If a return previously
prepared in the program is selected, the Quickrizgtirdoes not override entries
previously made.

3. Complete the&Quick Estimator screen

4. Press @RL + C to calculate the return and view the results

N Remember: the Quick Estimator is only for estimating taxes. A full return
DTE should be prepared later. Information from the Quick Estimator flows to the
full tax program and may need adjusting.
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Figure 114:Forms Based Data Entry

Drake 2011 - Data Entry (400001301 - Taylor, Joseph & Michelle - 400001902)
« 2% =D ® ag @
Caleulate Wiew Print Split Doc Mar TawFlanner  Import CSM Erniail
Page1 Pane? | ScreenToload: [ |
-
=
F 1 04 mm'to’;'\?Tr.eesf.-r,-— riemal Resue Senice (99
m U.S. Individual Income Tax Return | 2011 | ow=ve 150
Edit Demographics
“four first name and inllisl Lt name
Joseph Taylor
rEUT $0008e s st nEE 30d E Lastname
helle
=0Me 3007855 [NUMDST 300 SITeS) T j0u MEkE 3 PO DO 568 NEnacTions. Apt Make sure the SSN(E) above
354 Laurel B n Rd A and on line Bc are comect,
Cy. fown or post office, sisle, =nd ZF code. I pou have 3 Roreign address, lso complele soaces below (3ee Instructions ). Precieets Fincton Campagn
Zzheville nC Z Creck hare I you, OF JOUr Spodse FTlling
Foredgn coariry name Forelgn proincaicouty Forelgn postal code p:&;g:ﬁlﬁ?;a-?'ﬁr;‘?m
iman |_|YDL| |_|Spnuse
Filing Single 4 Ll—eau#'om:u.whc.:alr‘.'rq DETEOn)
Status Maried filing jointly {even if only cne had income)
\iarmisd Tiing senarsiel Enter spouse's 35N 2008 | 3
aduliramenee 5 Ll&ualify‘ing widow(er) with dependent child
Exemptions Ba HYnursel[ If someone can claim you a5 & dependent, do notcheckboxBa - . . . . . . . . _—
b T L e H—=
¢ Dependents: Edit Dependents (@ Degencerns () Cenenoetis
(Fsmme i ‘soctal sacuTRy PuETDeT relstionzhio o you
400-00-0123
d Total numberofexemplionsclBiMmed. « @ c s e e s s s s e s e e e enasmensnsns=s= e
T Wages, salaries, tips, etc. AHach FOrMIE) W-2  « @ @ @ e e s e e mmcnmmenmmen. T e
Income o
8a Taxable interest. Attach Schedule Bifrequiret = s s s s s s s s s s s s snassnsasa| 32 INT
b Tax-exempt interest Do not include on line 8a. & - - & . & | ab | IMT
9a Owdinary dividends. Attach Schedule Bifrequired. « « o c @« o @ c o e w e eaemana Sa D
b -Quslified dividends. « = s s s s s aeaenasaman=na 9b| D
10 Taxable refunds, oredits, or offsets of state and local incometaxes. @ & - 2 @ 0 2 2 o 0 o & 'I_
M Alimonyreceiveds « s s s s s assanssanssnasanssanssansannaaa|]]
12  Business income or {loss). Aftech Schedule CorGEZ v v v s s s s s s s s a s nseaaa| 12 C
13 Capital gain or (loss). Attach Schedule D if required. If not required, cheds here o |:| 13 D
14 Othergsins orflosses). AHCh Form 4737 « s s s s m s m s m s msmsnnmsnsnsws| 14 4797
182 |RAdistriutions - . - . | 15a] 99R | b Taxable amount . . .. .[ 158 99R
16a Pensions and annuities. .| 1Ea| 398 |b Taxable amount . . . . .| 16b 998
17 Rental real estate, royalties, partnerships, 5 corporations, trusts, etc. Attach Schedule E. . 17| E E2
18 Farmincomeor{loss) Attach ScheduleF - @ 2@ - @ - @ e e d e e m e e e cmmmmma 18 F
18  Unemployment COMPensation « « « = o o o = « « = = 2« o2 coemeeeneesnesees 14 939G
20a Social security benefits. 2E|ra| 554 RRE |b Taxable amount . . . . .| 200 554,
21 Other income 21
22  Combine the amounts in the far right col for lines 7 through 21, This is your total incorle | 22
Adjusted 23 EdUcoiOf EXPENSES w = s = s = s === == sssss===s| 29
Gross 24 Cerzln oushness Spenses of resenssis. pRronming ankn g
fee-bsls govemment oficlals. Aach Farm 2106 o 2106-E2 s ewa| 24 2106
Income —
25  Health savings account deduction. Attach Form 8888, . . .| 25 8889
26 Moving expenses. Attach Form 2903, w c « w w e« = n = = 26 3903
27  Deductible part of self-employment tax. Attach Schedule 58 27
28 Selfemployed SEP, SIMFLE, and quslified plans. - . . . 28 SER
23 Selfemployed health insurance dedudtion. « « « = « « o « 29
30 Penalty on early withdrawal of S8%iNg5 « « = 2 2 2 = 2 == | 30
31a Alimeny paidh Recipient's S5M 3a
32 |RACEdUCHON = s s s essssssnsnessnnsnnss| 32 BEOG
33 Student lcan interest deduction: = « 2 s e s e s = e =] 33
34  Tuition and fees. Atach FOrm 8917 v v w e e n e e w 34 8917
35 Domestic production activities deduction. Attach Form §303| 25
26 Addlines 23 Hroigh 30 o c c c a s = mis e e m e e e e e | DB
37  Subtrect line 28 from ling 22, This is your adjusted gross income. . . 3T
For Disclosure, Privacy Act, and Paperwork Reduction Act Notice, see separate instructions. Form 1040 {2011}
-|
[Rietum Status: In Progress [Rietum Type: Individusl T ax Rietum [Cumrent Package: Federal
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Reports

To help you manage your practié@rake Software offers several reporting optionsh@Reports menu:

* Report Manager

* Report Viewer

» Depreciation List

» Fixed Asset Manager

» Client Status Manager

« Hash Totals

REPORT MANAGER

The Report Manager provides a centralized locdtiomanaging reports in Drake. From the

Report Manager, choose from predefined reports$ ea@ting reports, or create new reports with
custom filters to suit your office needs. In adttitto reporting current year data, you can also run

reports on last year’s data. All reports can beedaas CSV (comma separated value), Excel, or
text (in TXT format) files.

Go toReports > Report Manager See Figure 115 on page 180. TReport Manager displays
the list of reports in a standard tree format. ICtoe of the plus signs (+) to expand a categsty li
and display the available reports in that categ@ligk a minus sign (-) to collapse the list, higlin
the reports in a category.

There are multiple reports to choose from amongrsgwategories. For example, un@dient
Reports, double-clickClient Contact to see such reports as address lists, birthdisy tisent
lists, K1 lists, and contact lists, all of whichndae edited or changed in hundreds of different
ways. To view a list of and description of all dahie pre-written reported in Drake, sel&dick
here for a complete list of standard report descrifions from theReport Manager window.
The following report categories and subcategoniesasailable:

» Client Reports — Predefined reports based on client data

Client Contact
Preparer and Revenue
Return Details

Status and Tracking
Summary

» EF/Bank Reports— Predefined reports based on electronic filing banking data

Bank - Status and Tracking
Bank Checks
Bank Summary
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» EF-Status and Tracking
* EF Summary

* Preparer and Revenue
* Return Details

» Scheduler Reports— Create appointment reports and contact lists fiteenScheduler.
* My Reports — Custom reports, created either from scratctyogditing a predefined report.

» Other Report Options — Allows you to access report features from otreas of the
program, and includes:

» Client Status Manager Reports
» Depreciation List

» Fixed Asset Manager

* Hash Totals

VIEWING REPORTS

Click a report and a sample of that report is @digetl in theSample Reportsection at the bottom
of theReport Manager. See Figure 115 below. View a description of tHected report (if
available) and whether the report will be printadPortrait or Landscapeformat. Potentially
too wide means the number of columns may cause the rapbd too wide to print without
cutting off data. In this case, the report is stilitable for viewing in the report viewer.)

Figure 115:Report Manager

Drake 2011 - Report Manager @

Drake Software Reports

The lizt below contains sewveral standard report optionsz. First select a category and then a report. & sample of the selected report
appears at the bottom of the screen. When vou have selected the report vou wish to run, click Yiew Report’ to continue.
Click here for a complete list of standard report descriptions.

E- Client Reparts 7
- Client Contact

- Preparer and Rewvenue

= Return Details

- Amended Return

m

Payrments
- Extensions

- Refund

- Retum Summary

- State Results

w. Zero Due

& Status and Tracking

- Surmmary

Sample Report
Freturng with & Balance Due [Partrait]

Balance Due

Preparer Hame Taxpayer D Taxpayer Hame Return Type AGI Balance Due

Help Mew Feport Edit Report Delete Feporl View Report Exit
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Choose from one of the following functions in thepRrt Manager:

* New Report— Create a new report from scratch.

» Edit Report — Highlight an existing report, edit the reporisttings, and save as a new
report.

» Delete Report— Delete any reports listed unddy Reports.

* View Report— Create and view a new report or an existing refpanr existing reports,
choose to view the previous version of the reppdreate the report again using the most
current data.

N To view a list of previously created reports, go to Reports > Report
DTE Viewer. Reports can be exported to Excel as XLS files, to CSV format, or to
Notepad as text in TXT format.

DEPRECIATION LIST

Generate a client depreciation report that listaitbal depreciation information for one, several, o
all clients.

1. Go toReports > Depreciation List TheDepreciation List Client Selectionwindow is
opened.

N The Depreciation List report is also accessible from the Other Report
DTE Options section of the Report Manager . (Go to Reports > Report
Manager).

2. To print a report on all clients, clidkext. To print a report for one or more clients, eraer
SSN or EIN in the text box and clié&ddd Client. Continue until all the desired clients are
entered. ClickNext.

3. |If creating a report on all clients, tBasic Search Conditionsvindow appears. If necessary,
modify the settings and clidRK.

4. When prompted, choose to print the report, exgartfile in CSV format, or cancel the report.
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FIXED ASSET MANAGER

Run reports based on client assets. Create macpsdkly print a standard group of reports.
Go toReports > Fixed Asset ManagerSelect from the following reports:

» Depreciation Schedules— Produces a depreciation list containing assetdainuescription,
date in service, method and recovery period, bpsid; depreciation, salvage value, current
year section 179 expense, and current depreciation.

» Listings — Produces a depreciation list containing assethar, description, date in service,
fee method and recovery period, auto listed anihbes percent used, cost, federal basis,
current year section 179 expense, federal prior-glepreciation, federal depreciation, state
depreciation, AMT depreciation, book depreciatiax, schedule code, and date disposed.

» Section 179 Assets— Produces a list of items that were expenseddutie current year.

» Dispositions— Produces a list of items disposed of within¢herent year.

* Department Summary— Produces an asset summary report sorted by degatror
schedule.

* Year Summary — Produces a summary report of assets on a yeasig, grouped by
department. For each department, there is a sumimarfor each year up to 10 years prior.
This report also totals depreciation for 11 yeard @rior.

» Preference Report— Produces a list of assets placed in service 2886.

* Auto Code Print — Produces a report based on the macro setumbbr dient selected. The
reports can be composed of any of the describeatteepnd any valid options associated with
them.

NDTE Fixed Asset Manager reports are also accessible from the Other Report
Options section of the Report Manager (Reports > Report Manager ).

CLIENT STATUS MANAGER

The Client Status Manager (CSM) is used to traekwibrkflow within a tax office. Client files
listed in the CSM are easy to search, view, andromg. Customize your view using built-in filters
and run reports to narrow your search for data.

Open the Client Status Manager in one of the fdlhovwvays:

* From the menu bar, go Reports > Client Status Manager
* Click theCSM speed button from thidome screen toolbar.
* Press GRL + L from theHome screen.

When the Client Status Manager in opened, all nstexisting in the 2011 program are displayed.
This includes returns brought forward from previgesrs, any new returns, and returns started
but deleted from Drake. It also includes clientissfimported from QuickBooks. Each column
displays specific information about the return. Sapire 116 on page 183.
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Figure 116:Client Status Manager

Drake 2011 - Client Status Manager Toolbar
| -3 ' & e— ] : r " "
T .M O v AR = | © 4
Open Search Custorize  Hefresh Filters Quick View  Reports Erport Help E it

10 Nurnber | Cliet Mare Type | Preparer Status Started Completed
400000000 Posey, Wiliam & Poppy Updated From 2010

400000007 Jenking, David & Susan Updated From 2010

400000002 Posey, Liy Updated From 2010

400000017 Gamgee, Sam & Rosie Updated From 2010

400000044 FLYMM, PHINEAS , Updated Fram 2010

400001001 GREEM. DAMWMN 1040 Updated Fram 2010

400001002 White, Mary 1040 Updated Fram 2010

400001003 Browe, Jeff & Wanda 1040 Emnily Moore Updated From 2010 1142342011
400001004 ORAMWGE. TESSA & CLARK 1040 Updated Fram 2010

400001005  PURFLE, BARRY 1040 Updated Fram 2010

400001006 GRASS, TEST & MaY 1040 Updated Fram 2010

400001007 MACDOMALD, TEST & DAISY 1040 Updated Fram 2010

400001009  ACAPPELLA, TEST & DUET 1040 Updated Fram 2010

400001010 BARRELL, TEST 1040 Updated Fram 2010

400001011 HUMTER, TEST 1040 Updated Fram 2010

400001012 CAMASTA, TEST 1040 Updated Fram 2010

400001516 Custam Colars Paints In 1120 | Status Column In Progress 03/412/2012
400001617 Twa Sisters Gift Shop 1065 Emily Moore In Progress 0342372012
400001803 CaLLIS, Lloyd & MAR|A 1040 Updated Fram 2010

400001805  EASTWOOD, JERRY &JANET 1040 Updated Fram 2010

400001809 ISLEY, JOSEPH & MARY 1040 Updated Fram 2010

400001210 JEROME, AL & SHERRY 1040 Updated Fram 2010

400001907 Taylar, Jozeph & Michells 1040 Ernily Maoore Mew Client 1242042011
400002001 Lake. John 1040 Ernily Moore In Progress 02162012
400003012 Lakeside Fertilizer bfg 1065 Emily Moore In Progress 01/23/2012
400004444 Test, Johnny 1040 Updated From 2010

400007000, Daviz, Benjamin & Beverly 1040 Ernily Moore In Progress 03/28/2011
400007004 Tate, Gene & Judy 1040 Ernily Moore In Progress 104132011
400440044 Bobby, Ricky & Susan 1040 | Updated From 2010

4 H
Record 74 of 78 [78 Total Unfiltered Records)

The toolbar across the top contains speed butt@igperform various functions. See Figure 117

on page 184. These buttons and corresponding hetdeey

* Open(CTrL + O) — Click to highlight a return in the CSM adlitk Open to open the file in
data entry. You can also right-click the returritia Client Status Manager to view a pop-up
menu. Items on this menu includ@pen Selected ClientQuick View, Set Client Status
Delete Record Customize Display Search Client RecordsRestore CSM Data (This
Client), Remove Duplicate Entries (Entire Database)andCancel

e Search(CTRL + F) — Enter the first few letters of the clientame or ID number (SSN or
EIN). The CSM locates the record and highlight€lick Opento open the client return.

» Customize(CTRL + D) — Open th&€ustomize Displaywindow, which enables you to tailor
the look of the CSM by selecting which columns igpthy. For more information on
customizing, see “Customizing the CSM” on page 185.

» Refresh(F5) — Retrieve the latest information for the C8atabase. This is useful if the
CSM has been open for an extended period of time.

» Filters — Use filters to narrow the search for data viewethe CSM. For more information
on filters, see “Filtering CSM Data” on page 186.

*  Quick View (CTRL + Q) — ClickQuick View to view a summary of all client status
information for a client. CliclOpen to access data entry for that return.

* Reports (CTRL + R) — Generate reports from data stored in th1=r more information
on Reports, see “CSM Reports” on page 187.

» Export (CTRL + E) — Open Excel and fill with all columns anduw®from the CSM.

* Help (F1) — Access thBrake Help System for further assistance.

e Exit (Esc) — Exit the Client Status Manager.
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Figure 117:Client Status Manager speed buttons

e .~A QO v R = % © Jl
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Search Cuztomize  Refresh Filkers [uick View  Reports E wport H-E-Ip E xit

NOTE

TRACKING RETURN STATUSES

The Statuscolumn in the CSM is based on the return statdsi@set automatically by the
software or manually by the preparer: select aistiibm theCSM speed button in return data
entry or right-click a record in the CSM.

Whether the return status is user-defined or m&nsat, it can be changed at any time.
Statuses include:

New Client— Set automatically when a new file is created

In Progress— Set automatically by the program when the fifginge is made to the
return in data entry

EF Pending— Set automatically when a “P” ack is received

EF Accepted— Set automatically when an “A” ack is received

EF Rejected— Set automatically when an “R” ack is received

On Hold — Manual setting

Under Review— Manual setting

Under Extension— Manual setting

Printed — Set automatically when the return is printedtighPrint Sets
Sighed— Manual setting

Delivered — Manual setting

Complete— Manual setting

Custom — Manually create your own statuses - See “Staeitings Tab” on page 185

Return information is updated in the Client Status Manager every time a
client return is calculated in data entry. To ensure the CSM data is always
current, activate Auto-calculate tax return when exiting data entry in
Setup > Options > Calculation & View/Print
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CuUSTOMIZING THE CSM

Initially, the Client Status Manager displays ctiéiata in the most commonly referenced
columns. These columns can be customized.

Column Layout Tab

Click Customizefrom the toolbar. Th€ustomize Displaywindow is opened to the
Column Layout tab. TheAvailable Columnsare listed in the left pane and in the
Columns in Current View are listed in the right.

To add an available column to your view:

1. Highlight the desired column in the left pane. €l8elector double-click the desired
column. To add all of the fields, clickelect All

2. Click OK to save and exit.
To remove columns from your view:

1. Highlight the column in the right pane that you lwte remove. CliclRemoveor
double-click the desired column. To remove alclkcliRemove All

2. Click OK to save and exit.
To reset columns back to the original view:

1. Click Reset
2. Click OK to save and exit.

To change the order of columns displayed in tbei@ns in Current View list:

1. Click and drag the field up or down the field liah arrow shows the new position of
the field. Release the mouse button when the fieid the desired position.

2. Click OK to save and exit. The new position of the fieldeiected in the column
view.

N In the Status column, File Not Found in red indicates a return that was
DTE created and then deleted through the program. Deleted files remain in the
Client Status Manager for tracking purposes.

Status Settings Tab

Customize up to 10 CSM statuses. Cli@kstomizefrom the toolbar and th&tatus
Settingstab in theCustomize Displaywindow. Select a status in the list of customizable
statuses then clidkdit. Enter a new description and cliék.

Copyrighted Material Drake Software Evaluation Guide



186| Reports 2011 DRAKE SOFTWARE

CSM Column Views

In addition to determining which columns appeathi@ CSM, you can adjust the column
order, widths, and locations from the main screfahe Client Status Manager.

» Sort each column in ascending or descending orgdeli¢king the column header.

* Adjust column widths. To narrow a column, run ypointer over the right side of the
column header until the arrow turns into a doul#aded arrow. Click and drag the
column to the left. To widen a column, drag theuowh to the right.

» Change the location of a column by clicking andgdiag the column header to the
desired location.

FILTERING CSM DATA

Use filters to further customize your view in th8M&. Select a filter fronfrilters on the
toolbar. You can select one filter item from eaebt®n to build a “complex filter.” For
example, in Figure 118 below]l Preparers, All Status Types andindividual (1040) are
selected. The CSM displays only items that matolsdtcriteria.

Figure 118:Filters menu
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Current Preparer

All Status Types
Waork in Progress
Completed Returns
EF not Sent

EF Pending
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EF Rejected
Missing Files

v All Return Types
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All Business Returns
Individual (1040)
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5 Corp (11205)
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Fiduciary (1041)
Estate Tax (706)

Tax Exermnpt (990)
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Hide Inactive Returns
| Hide Completed Returns
r Hide Deleted Returns
Display Deleted CSM Records fZ
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NOTE

CSM REPORTS

Several status and financial reports are availiabflee CSM. To run a report, click the
Reports speed button and choose a report from the drop lis

Select any specific fields for the report and clRéport. The report view appears, displaying
the report. To print the report, gofde > Print or click the printer icon.

Many of the reports rely on data entry for accuracy. To take full advantage
of the CSM’s reporting features, you must use the data entry screens
mentioned.

MuLTI-OFFICE MANAGER

The Multi-Office Manager, also known as MOM, is thaine version of the Client Status
Manager. Designed for the multi-office environm@i©QM allows you to track the work flow
of multiple offices and see a snapshot of yourreritusiness. View and print reports on return
status and return type. Include fees, acknowledg&neefunds, phone numbers. Sort the
reports by preparer or by EFIN.

To access the Multi-Office Manager, from the Dr&gpport website, enter your EFIN and
password, go tMy Account > EF Database then clickMOM .
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Review Questions Part 8

Answer the following questions. Spage 19Gor answers and explanations.

1. Which of the following statements about the Upddtmager is incorrect?

a) You may choose which federal and state programtepda download and install
b) You may set an automatic download time

c) You may view release notes of installed updates

d) Itis found afTools > Update Manager

2. What should you do before installing updates thiotlgp Update Manager?

a) Install the software and state programs

b) Choose the tax packages to update

c) Copy updates from another computer

d) Call a Drake CSR to assist you in the update psces

3. You want to write a customized preseason letteenaind all of your 1040 clients it's time to gather
their tax information and come in for a schedulezketmg. Where in Drake do you go?

a) Tools > Letters > Letters

b) Tools > Organizers and Proformas
c) Setup > Letters > Open > Individual
d) Setup > Letters Organizers

4. When using the Scheduler to set up appointmentsalignts, how are you reminded about your daily
appointments?

a) They're sent by e-mail to your EFIN@1040.com adslres

b) They're automatically transferred to your compwgeralendar

c) They're downloaded with your daily updates frdools > Install Updates
d) They're listed in théAppointments section of theHome page

5. To create an asset summary report for a clienttheséllowing report tool:

a) Report Manager
b) Depreciation List
c) Fixed Asset Manager
d) Client Status Manager

6. Where do you go in the software to access toold tsenanage files, such Backup andRestore?

a) Tools > File Maintenance

b) Help > Setup Assistant

c) Last Year Data > Update Settings 2010 to 2011
d) Setup > Directories/Paths
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ANSWERS PART 8

1. The only false statementag It lets you choose which federal and state progm updates to down-
load. The software automatically looks for and instalislates for all tax packages and installed states.

b) is correct. You can choose the exact time yontwpdates downloaded (even while your office is
closed) and installed.

c) is correct. Click a tab and descriptitmsee a log of installed updates.
d) is correct. You access the Update managéoals > Update Manager

2. The correct answer &) Install the software and state programsAll installed states and tax pack-
ages are automatically updated through the Updatealfer.

b) is incorrect. You do not choose the tax packagesstates programs to be updated. All instaligd t
pacakges and state programs are automatically eghdat

c) is incorrect. Updates are downloaded from Drakeessrover an Internet connection. The only time
it would be necessary to copy updates from anatbeputer is if a computer running Drake without
an Internet connection needed updates.

d) is incorrect. The Update Manager simplifies thecpss of installing updates. It is not necessary to
request assistance from a Drake CSR when installigtes.

3. The correct answer is &etup > Letters > Open > Individual Among the 18 letters listed is thali-
vidual Preseason Letter for Last Year’s Clients Make whatever changes you need here.

a)is incorrect. Go tdools > Letters > Letterswhen it's time to sort the list of who gets adetand
when it's time to print the letters.

b) is incorrect. Print blank organizers and proforiias Tools > Blank Forms or for individualized
organizers and proformas, goltast Year Data > OrganizersandProformas.

d) is incorrect. There are no organizers listed \@igtup > Letters

4. The correct answer i) They're listed in thé\ppointments section of thdHome page

a)is incorrect. The Scheduler does not send e-mgibtw 1040.com address
b) is incorrect. The Scheduler does not interfaitk ywour computer’s calendar.
C) is incorrect. Your appointments are not downbzhdith the daily updates.

5. The correct answer @ Fixed Asset ManagerGo toReports > Fixed Asset Manageto run various
reports based on client assets.
a) is incorrect. Use thReport Manager to run reports on client and EF data, but notssets.
b) is incorrect. Use thBepreciation List to run detailed depreciation reports for clients.
d) is incorrect. The Client Status Manager is usetack the workflow in an office.

6. The correct answer &) Tools > File MaintenanceAll file maintenance tools are located on this
menu.
b) is incorrect. Th&etup Assistantguides you through the process of setting up D&déwvare.
c) is incorrect. The.ast Year Data menu helps you bring clients forward from the jpwveg year.

d) is incorrect Directories/Pathsestablish how the software is installed and caoéidwn your
computer or newtork.
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Support Resources

Drakeoffers several support resources. These resoureepastantly updated and reviewed so our clients
have 24-hour access to the latest information.

DRAKE E-TRAINING CENTER

The e-Training Center (or ETC) offers training barth single and multi-site offices by providing
tutorials, practice returns, and interactive taMrses. With progress-tracking tools and interactive
testing, ETC makes it simple for individuals andugy administrators to monitor their personal
and collective progress through the online trairdagter.

Earn continuing education credits through ETC. Rec€PE credits for a test score of 80% or
higher on our tax courses. Review CPE detailsdchdax course on the tax course page. View all
courses for which a CPE certificate is earned. ddhwese description, date credits were earned,
and date certificate was printed are displayed.

ETC is offered free to Drake clients. Non-Draketou®ers can also access ETC, but certain fees
apply.

To open Drake’s e-Training Center, gowa/w.DrakeETC.conSee Figure 119 on page 192.

AVAILABLE ON ETC

» Tax Courses— Interactive tax courses explore IRS tax law arthtnology and what
these laws and terms mean in Drake data entry.ce&fts are available.

e Tutorials — Step-by-step tutorials teach the basicBEtkethrough text, sound, and
animation. After viewing a tutorial, test your knledge and understanding by taking a
short quiz. Tax Software, Client Write-Up and Sgartutorials are available.

» Practice Returns— Various data entry practice returns are availatnénfdividual, 1120,
1120S and 1065 returns. Prepare a return in datg ealculate the return, and compare it
to the corresponding solution. Use practice retémn®ands-on training in data entry and
electronic filing.

» Videos— Videos are designed to help new preparers becomididawith Drake
Software and serve as a review for experiencedapeep.

* Webinars — Drake ETC Webinars provide an effective and corsenivay to enhance
your knowledge through online education. Webinaid®e range from tax subjects to
Drake Software applications. CPE credits are abkla

* Report Card — Record of each course with the date started arel@bmpleted. View
results of each test.

* Videos— Watch short video clips featuring Drake educati@aimers as they teach you
the basics of Drake setup, data entry, return patipa and much more.

» Administration — Available only when logged in with an administnaaccount, this tab
allows you to create student accounts and viewestugport cards.
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Figure 119:ETC Welcome page

i @ Drake Software - Windows Internet trpimr

@@v |§, http://www.drakesoftware.com/ETC/ Auth/Default.aspx '| @ | "?| A "l
5. Favorites @ Drake Software | | ﬁ} *rB r = [;,..i v Pagev Safety~v Tools+ @v 2

ContactUs | Support Login

(PTaRe 0o

TEET-WoALR_E

The Professional Tax Selution Home Products Training | Support | About Us

Drake e-Training Center

Home

Tax Courses
Tutorials | Welcome, Christine
Practice Returns

Welcome to the Drake e-Training Center (ETC). Each tab contains training resources to enhance your knowledge of Drake
Software and taxes.

Administration Tax Training and CPE:
Log Out

» Drake Software's interactive Tax Courses explore IRS tax law and terminology while introducing their implication in Drake
Software data entry.
» Webinars topics range from tax topics to software, and enable you to eam CPE in a convenient and effective format.

Drake Software Training:
» Step-by-step Tutorials teach the basics of Drake Software.
» Practice Returns provide hands-on training in Drake Software data entry and electronic filing.
» Videos provide detailed instruction on various Drake topics.

Tracking:

» Keep track of your progress by viewing your Report Card.
+ Access Administration and create Drake ETC accounts for all students in your group. View student report cards.

oot og Ot

Your Student 1D- 246
Last Logged on: 3/23/2012 at 8:12 AM

Leave Feedback Contact Us

Privacy Policy &) © 2012 Drake Software. All rights reserved. Terms of Senice &)
Done & Internet | Protected Mode: Off ‘v HI00% v
Currently, ETC offers five tax courses: basic 1040, intermediate 1040, basic
NDTE corporate, basic S corporation, and a basic partnership course.

For a tax course to run properly, your system must meet the following
requirements:

* Browser - Internet Explorer 6.0 SP1 or later, Firefox 2.0 of later,
Netscape Navigator 7.1 or later

» Internet Connection - High Speed DSL/cable (recommended) or dial-up
* Media Player - Windows Media Player or RealPlayer
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PASSPORT TO SUCCESS

The Passport to Success is an itinerary of “stefisiportant items and resources specifically
designed to prepare new clients for tax seasonPdssport to Success to explore the stops on the
journey, from the installation of the software isabvering Drake Support. Passport to Success
includes instructions, tutorials, and forms thapare Drake clients for tax season. To access your
Passport to Success, log inSopport.Drakesoftware.comith your EFIN and password and go to
Training Tools > Passport to Succes$ee Figure 120 below.

Figure 120:Passport to Success home page

/& Drake Support - Pésspori to Success Home - Windows Internet Explarer = ||-E @
— - = i

@ Smef » |® https://support. drakesoftware.com/sit v % Drake Enterprises, LTD, [US]| bl | +y | X _-'l Google o -
. n | = >
¢ Favarites @ Drake Support - Passport to Success Home f’-} T v [=] mn v Pagev Safety~ Toolsv W~

Drake Software Support

Resources

My Account
Training Tools
Client Write-Up

v v w w v

Partner Programs

109,000t Passport to Success

Welcome, DRAKE
Congratulations! You've taken the first step in your journey to
becoming a successful Drake tax preparer. We've created this
Passport to Success to help you get ready for a great tax season with
Drake Software. Below is an itinerary of all the areas we'll explore. We'll help you keep
track of where you are by stamping your Passport along the way. Ready to begin? Click
the Start button or any of the sections below

e

While you set your own pace on your journey, we recommend giving yourself plenty of
time to complete all the items in your Passport before tax season begins. If you need a
guide at any time along the way, please feel free to call a friendly Drake customer senvice
representative at 828.524.8020.

Open Certificate

P
@ 1. Getting Started
i\t@( Installation
@' Conversion g‘ STAFH E
@( Become an ERO . ]
C@f Get the Preparers PTIN

f@ Prepare to Offer Bank Products

4| i | »

€D Internet | Protected Mode: OFf f3 v HIW%E -
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THE TAXBoOK WEBLIBRARY

The TaxBook WebLibrary offers advanced researclstfmo tax professionals. Drake clients have
unlimited access to the 2011 Tax Year for freea@oess The TaxBook WebLibrary, goHelp >
Tax Researchor click theResearchspeed button. This resource includes:

» The TaxBook WebLibrary — Designed to create an online search tool thatonsithe way
tax professionals use The TaxBook. Navigationtigiiive and both the tax and government
libraries are updated with the most current infaiora

* The TaxBook— Written exclusively by practicing tax prepardtrse TaxBook has the highest
published product satisfaction rating in the indysit 98.6%.

e Tax Libraries — Online access to The TaxBook 1040 Edition - 204% Year, Small
Business Edition - 2011 Tax Year, All States Editiand Update Service.

» Government Libraries — A complete collection of federal case law and iggs
memoranda available, including Publications, Foamd Instructions, Internal Revenue Code,
Treasury Regulations, Revenue Procedures, RevenlirggR, Notices, and Announcements.

» Archives — Convenient access to previous tax year informdiio 2008 - 2010.

« Form Line Finder — Search for content based on the form name apchlimber. Makes
searching quick and easy.

e Calculators — Calculators available for use in auto, investmkan, mortgage, personal,
retirement, savings and tax calculations. Use mjwtction with the Drake Tax Planner.

HELP

The Drake Software Help System answers many ofntb&t commonly asked questions about the
software. It is easy to use and fully searchalbeadcess the Help system:

* Go toHelp > Drake Software Help or press €RL + F1 from the main screen of the program.

* Click theHelp button on any window (except in data entry). Tdpens the Help for that
window. For example, if you are Pricing and clickHelp, the Help for that screen is opened.

* In data entry, right-click in the gray area andestRead Manualto access the Help System.

In data entry, right-click a field or press F1 to get field-specific Help.

NOTE

On certain screens, screen-specific Help is available. These screens have
a Screen Help button in the upper right corner.

FAQs

TheFAQ screen, located in return data entry, is a grestunee for federal and state-specific
information. On thédata Entry Menu for the federal or state return, typA&Qin the selector
field. Click to view the desired topic. Reject cedmn be found on each state&Q pages.
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SOFTWARE MANUALS

Drake’s software manuals are available online aB f#IBs and can be accessed in the software
through theHelp menu. Manuals are also included as PDF files enristallation discs.

Drake User’s Manual: Tax Year 20 This is a complete resource for all your software
guestions. With more than 300 pages of informatitoncludes details on installation, setup,
navigation, return preparation, states, electréiting, banking, and reports.

2012 Drake Client Write-Up Manual -A-guide for using Drake’s Client Write-Up program t
prepare and print both live and after-the-fact pfyvendor checks, W-2s, 1099s, 940s, 941s,
943s, 944s, 941SSs, and 944SSs.

DRAKE UPDATE SCHOOLS AND VIDEOS

Each fall, the Drake Education team holds sevepaldte Schools across the country. The
information presented at the schools is also abfgilan the Drake Update Video. With topics to
benefit everyone, the video can be used as anigatobl or as an office refresher course. For more
details on the Drake Update Schools and videa, Sigdport.Drakesoftware.carfRrom the menu
bar, selecMy Account, or to order the video, go raining Tools andselectVideo.

PRACTICE RETURNS

Become more familiar with the program’s data estrtyeens and electronic filing process by
entering and viewing practice returns, test retuansl EF-Banking practice returns.

» Practice data entry returns are located on youk®@D, the Drake Support website,
www.Support.DrakeSoftware.cpand Drake ETChttps://www.drakesoftware.com/etc/
There arandividual and business return scenarios, includiagiple documents needed to
complete the returns. Enter the provided infornratitto the software as if you were preparing
a real return. When finished, calculate and viesvrgsults. Compare the results to the
solutions.

* View electronic filing and banking practice scepnaron the Drake Support website. These
scenarios are designed to familiarize beginningtedeic filers with the process of electronic
filing and check printing in Drake software. Thesturns have SSNs from 500001001
through 500001008. Calculate the returns in thenso€ and electronically file them. These
particular returns are set up to be either acceptedjected. Correct the rejected ones and
resend to receive acknowledgements. Practice pgtiecks for the returns with a bank
product.

N DTE Test transmissions do not receive an additional IRS acknowledgement. The
“T" acknowledgement indicates the transmission was successful.
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DRAKE SUPPORT WEBSITE

All Drake clients have access to the Drake Suppelsite Support.Drakesoftware.comhis is a
comprehensive online research center designedritkepreparers. Quickly access the website
from theSupport speed button in the software, or open the websiteur Internet browser. Some
of the features available are:

* The Knowledge Base

» Broadcast Center

e Online Federal/State Database
* Online EF Database

* Forum/Message Board

KNOWLEDGE BASE

The Drake Software Knowledge Base (KB) is a comgneive searchable database consisting
of support solutions and articles of interest. Ritimg support around the clock, the
Knowledge Base is a great alternative to a suggadktContinuously updated, the KB ensures
that Drake preparers always have access to theupdstdate information available. Finding
the information you need is easy. Search by keysyaehd important FAQs, view the most
popular articles, or simply browse KB articles lagegory. From the home page of the KB,
view important alerts.

To open the Knowledge Base from the Drake Suppebtsite, go from th&ools page, click
Knowledge Basesor from the menu bar, clidResourcesand select from among several
Knowledge Bases.

BROADCAST CENTER

Drake Software keeps you informed of importantinfation about the software and tax
industry via broadcast email. All broadcast e-maiks posted on the Broadcast Center. The
most recent broadcasts are listed for easy viewiagiew a prior broadcast, narrow the list
by choosing a category from tBelect a category to displagrop list. See Figure 121 on
page 197.
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Figure 121:Broadcast Center

Drake Software Support

Resources

My Account
Training Tools
Client Write-Up
Partner Programs

Log Out
Welcome, DRAKE

Broadcast Center Select a category to display:

Drake Software keeps you informed of important information about the software and tax industry via broadc
e-mails are found on the Broadcast Center. The most recent broadcasts are listed below. To view all broad
choosing a category.

Important Alert
Software Update
Weekly Broadcast
IRS Information
Tax Information
Federal Information
State Information

v w w w w

Tax Season Weekly Broadcast 3.23.2012

Last updated 3222012

Drake Software has continued its partnership with Value Payment Systems (VPS) and is {Banks
for taxpayers to pay their balance due with a credit card this year. ggllﬂe Filing
ucation
: i . General Information
Option #1: Integrated File and Pay (IFP) Client Wiite-Up

IFP is a fast and secure way to pay a balance by credit card when the return is e-filed. The payment is
authorized before the return is e-filed and is processed after the return is accepted.” The payment process,
which includes credit card authorization, is easily initiated from within data entry on the EPAY screen. Follow
the steps on the screen to ensure smooth processing.

Forms/payments supported by IFP:

Federal Form 1040, U.S. Individual Income Tax Return
Federal Form 4868, Application for Automatic Extension of Time to File U. S. Individual Income
Tax Return

ONLINE FED/STATE FACTS DATABASE

The Fed/State Facts Database allows you to quagddgss important federal and state-specific
information, such as electronic filing specificais) form instructions, and support links. Need
to prepare a return for an unfamiliar state? Weehdone all the research for you and stored it
in our State Database. To access the Fed/State Patabase from the Drake Support
website, go tdResources > Fed/State Facts

ONLINE EF DATABASE

The Online EF Database displays information about electronically filed returns in real
time and offers various online reporting featugscause the electronically filed information
is stored here at Drake, the information is alwaysent. Run reports on returns, loans, and
checks, or search for electronic filing informatimn a single SSN or EIN. Access the
Multi-Office Manager (MOM) and view Client Statusavlager data for one or multiple
offices.

To access your EF Database from kMhyeAccount menu of the Drake Support website, click
EF Database To access your EF Database from the main scriere coftware, go t&F >
Search EF Databasand either click th&10 - Online DBbutton or press F10.

Copyrighted Material

Drake Software Evaluation Guide



198| Support Resources 2011 DRAKE SOFTWARE

FORUM/MESSAGE BOARD

Forums provide an opportunity for Drake preparergarticipate in online discussions of
everything from business strategies and softwaestipns to the latest tax news and software
suggestions. Sometimes customers answer eachthestions, while other times a Drake
moderator may be available to provide explanatidhss is a great way to share notes and
network with fellow professionals. To access theukts, from theResourcegpage of the

Drake Support website, clidkorums.

CUSTOMER SERVICE AND SUPPORT

At Drake, we pride ourselves in having the bestamer support in the industry. No matter which
support method you choose, you can be assureaeif/neg friendly and accurate service.

NOTE

PHONE

Work one-on-one with a support technician to res@oftware issues. Drake technicians are
trained year-round on Drake topics. The numbe828) 524-8020 and the lines are open
Monday - Friday 8 a.m. until 10 p.m., and Saturfla/m. until 6 p.m during tax season. Our
non-season hours are Monday - Friday 8 a.m. umih®, and Saturday 8 a.m. until 5 p.m.
(All times are Eastern Time.)

FAX SUPPORT

Send your questions to Support via fax at (828)3488 and we will quickly respond to your
software question with a fax. Be sure to includec#iic details about your issue.

E-MAIL SUPPORT

For those non-urgent questions, or for more diffiquestions that may not be resolved over
one phone call, opt to e-mail us a question. Askenspecific Support questions through the
Drake E-mail program.

Our general support e-mail addresSigpport@ DrakeSoftware.coifirom the software, click
the E-mail button, and from thdlew Messageavindow, click theTo button. Choos®rake
Support Address Book Double-click to select a specific address.

To send a return to Drake Support, click Email on the Data Entry menu
toolbar. The return is automatically attached to the email for your
convenience. If you use this method, be sure to include a detailed
description of your issue.
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E-MAIL

The E-mail program allows Drake clients to send eatgtive e-mail using a 1040.com e-mail
address. This address is your EFIN@1040.com. (&amce, 777777@1040.com.) Use Drake’s
e-mail program to:

» Receive Drake broadcast e-mail during tax seasoesd e-mails messages contain important
IRS and state updates and alerts and interestintg dbout Drake Software.

* Send e-mail to Drake Support and easily attachtcfikes.

» Send e-mail to clients with encrypted return docotsie

» Send bulk e-mail to your clients or other contacts.

» Create customized e-mail using a report generatggient list.

Use it as your everyday e-mail tool. To access Bga&-mail program, go tdelp > E-Mail.
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Suite Products

In addition to providing our comprehensive tax wa@ite, Drake offers these additional applicationsrtbance
your practice:

» Tax Planner

» Drake Document Manager
*  GruntWorx

» SecureFilePro

» Client Write-Up

TAX PLANNER

The Tax Planner is a stand-alone product that rateg with Drake Software and helps you and
your clients plan their tax futures. The Tax Plaredows your clients to see how events such as
marriage, the birth of a child, or becoming a stngrent affect their income and taxes in both the
coming year and as many as seven years ahead.

Some questions a client may need answers to incltidev will having a child affect my income
tax next year?”, “What if | add money to my IRA?What are the tax implications of getting
married this year versus next?”” Use the “Multi-€asption to show the client various scenarios
for the coming tax year and use the “Multi-Yeartiop for long-term planning.

N e The Tax Planner is installed during the Drake $aftwareinstallation and
I]TE a Tax Planner icon is created on your desktop.

e The Drake Tax Planner requires Microsoft Excel@06later.

CREATING A TAX PLANNER FILE

To create a Tax Planner:

1. Create atax planner using one of the followinghrods:
* Click theTax Plannericon on your desktop and create a file from séraitis
method requires direct entry on each tab of thePlarner, OR
* Open a completed return in Drake Softwanel on the data entry toolbar, clit&x
Planner. This method imports the data from the return ih®tax planner

When prompted, clickesto calculate the return. ClicRontinue to close the
Calculation Resultswindow.
2. Excel opens. From tHerake Tax Planner - Setup Optiongdialog, choose the number of
cases or years for this planner. You can plan fiailouseven years or seven cases within a
year.
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The Tax Planner file contains data that importedhfthe client’s return. Tax Planner tabs
include:Client Setup, Demographics Summary, Income, Adjustments, ltemized
Deductions Credits, Other Taxes andPayments

Selecting a Planning Preference

Before you begin planning, select multi-year or tincse from thé’lanning
Preferencesdrop list on theClient Setuptab. See Figure 122 below. The multi-year
option provides long-range planning for up to seyears, and the multi-case option

provides short-term planning (for the current yesith up to seven different scenarios
defined by the preparer.

N[”'E Click Setup Options from the Tax Planner toolbar and select Case
Options to change the number of years or cases to create in the planner.

Figure 122:Planning preferences

Contact Information

Taxpayer SSN 500-00-1006
Taxpayer name Watson Townsend
Taxpayer date of birth 1171271969
Taxpayer blind

Spouse name Rebecca Townsend
Spouse date of birth 17219649
Spouse blind

Street address 876 White Oak Circle
City, state, zip Franklin NC 25734
Daytime phone (B28) 524-5555
Ewvening phone

Email address

Flanning preferences Multi-Year x
Notes: B
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The Tax Planner Window

The Tax Planner contains a spreadsheet menu barathPlanner toolbar, taxpayer data,

and tabs representing setup and specific portibtieeal 040 return.

Figure 123:Tax Planner window

@l i, TR TAXPLNI111 [Compatibility Mode] - Microsoft Excel Excel Menu Bar =5 = 53
Home Insert Page Layout Formulas Data Review View Add-Ins | = Al 0 o ER
_j Mew Planner iﬁOpen Planner Save Planner = Q(Delete Planner @Print Planner ,j Reports Options - Backup/Restore Go To | Client Setup = X Close Planner |
Taxplanner Toolbar i’
Custom Toolbars
=
Client Setup - Drake Software Tax Planner =
Watson Townsend 500-00-1006
Taxpayer SSN 500-00-1006
Taxpayer name Watson Townsend
Taxpayer date of birth 11/12/1969
Taxpayer blind
Spouse name Rebecca Townsend
Spouse date of birth 1/2/1969
Spouse blind
Street address 876 White Dak Circle =
City, state, zip Franklin NC 28734
Daytime phone (828) 524-5555
Evening phone
Email address
Planning preferences Multi-Year
Next == |
Worksheets or "Tabs"
\ .
M 4 » M| Client Setup .~ Demographics - Summary - Income . Adjustments Itemized Deductions .~ Credits 'Omer Taxes ~ Payments]4 [ w | B[]
There is no help available for this cell, | |.E|@ M 100% iE_.l ] '._-EJ A

Some cells are “read only” and cannot be changbéye can be edited. Unshaded (white)
cells are active and can be edited.

Certain tabs are hidden by default. For exampke Stthedul€ tab is not initially visible
but appears when the Schedule C cell is doubl&eadidrom thdncometab. Hidden
worksheets can also be accessed fronGihdo list on the toolbar.

To move through the tabs, clitdext or Back on each screen, click a tab at the bottom of
the window, or seledto to from the toolbar and select a tab.

There is aNotessection on each tab. Record comments or thougitment to the client
or data.
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Working in the Planner

On theDemographicstab, the 2011 information automatically fills orfthe number of
years or scenarios selected; changes are neetteslapplicable fields and years only.
Thelncome, Adjustments, Iltemized Deductions Credits, andOther Taxestabs are
filled with 2011 tax information for each year. TAmounts for the additional planning
years can be changed by using Attfustment column, by copying and pasting from
prior years, or by direct entry.

Entering Data

To make a direct entry in a cell, click the celdanter an amount. Use this same
process to override the amount in a calculated ¥ell can also copy, cut, and paste
amounts in a Tax Planner cell using typical Wind@necedures for copying, cutting,
and pasting data.

Making Adjustments

Each numerical column in the Tax Planner hasdjustment column to the right of
it. Use this column to enter dollar amounts or patages by which to adjust the
amounts.

TheAdjustment column can contain either dollar amounts or peages. To change
to percentages, enter the number with a perceisiggg%). The adjustment amount
fills the same field in the projected years. Tordase an amount, enter a negative
percentage by typing a minus sign (-) before thewarh (For example, entei5%in
the Adjustment column.)

Figure 124:Example of a 5% increase

|“_T-|i i S O R TAXPLNIL] [Compatibility Mode] - Microsoft Excel - = 53
Home Insert Page Layout Formulas Data Review Wiew Add-Ins ) @ (=T
__'] Mew Planner ,__? Open Planner Save Planner = Q{ Delete Planner "_.h Print Planner j Reports Options - Backup/R|

13
Custom Toolbars
=
Income Information - Drake Tax Planner Enter an adjustment amount e
Watson Townsend 500-00-1006 |
Base Year Multi-Year Multi-Year =
 Income ftems: 2011 |Adjustment 2m2 Adjustment 2013
Wages 52,000 5% 57,330
MNontaxable combat pay [N ;
Taxable interest 20 1% 294 | \1% 297
Montaxable interest 0 \ 0]
ngelf}idsd — The amount carries l_—g—
ualified dividends
tofuture years
Taxable refunds Y 1
Alimany 0 0
Business income — Schedule C 2,000 2,150 2,356
Capital gain (loss) — Schedule D 0 0 0
Other gains (losses) — Form 4797 a 0
IIR}-\ distributions 0 1] -
W 4 W[ Client Setup Demographics - Summary | Income Adj_L_J_sEmenfs ~Ttemized Deﬂucﬂﬂ_(_!_ril)_m_
[Direct Entry) Piease enter the amount of any other income received, | | |@'IE] B 100% jl [ ] -+|
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To apply adjustments to all future years, rightklihe cell and sele@arry
Adjustment Across.

Items on th&Summary tab are adjusted by making entries on other @abable-click
a cell on theSummary tab to jump directly to the tab where changeshmmade.

Using Worksheets

The Detailed Worksheet is similar to theRE+W worksheet in data entry. To attach a
detailed worksheet, select the desired cell anslspterL+W. Use theDetailed
Worksheetdialog box to add, edit, and remove items for thié ¢

Cells with associated worksheets are highlightelolue.
Printing a Planner

Click Print Planner from the toolbar to access the print selectore@ehe sheets and
reports to print. CliclPrint Preview to preview your selection arf@hve Selectiono save
page selections as the default.

Saving a Planner

Tax Planner files have DTP (Drake Tax Planner)mesitsis. These files also can be saved
as Excel files. Drake supports Excel 2000 and above

To save the planner, cli&ave Planner > Saver Save Planner > Save Aand select a
name and location for the file. (Files are savetl@3 P files unless you specify
otherwise.)

Reports

To access standard reports, cliRigports from the tax planner toolbar. Select a report
from theReports drop list. There are also standard charts andhigaavailable.

Options

Tax Planner options are available in a drop listrfitheOptions button on the Tax
Planner toolbar:

* Send to DDM— Tax Planner files can be saved to an existirekBDocument
Managerclient folder. ClickSend to DDMfrom the toolbar to print the planner to a
PDF file and save to the appropriate folder. Seakb Document Manager” on
page 206 for details.

» Case Options— From the case selector, choose the number of ygarases to view
and print in the Tax Planner. CliSet selection as defaulio have the same number
of years selected each time a new planner is deate

» Directories and Paths— Select a data path for the Tax Planner to use.clirrent

path is displayed. Enter a new path inkew field. Tax Planner files are saved to the
selected location.
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Planner Help

To access cell-specific help, right-click a celtlaelecDrake Help. The help
information for that cell is also displayed acrdss bottom of the Tax Planner window.

DRAKE DOCUMENT MANAGER

The Drake Document Manager (DDM) allows you to teesn electronic organizational file
structure for the storage of your office documents.

The DDM is organized as a three-level system. Thihik as a virtual filing cabinet with drawers
and folders in the drawers. Level 1 is the “Cahinetvel 2 is the “Drawer,” and Level 3 is the
“Folder.” Folders may also have sub-folders. Syarer files in these folders electronically,
creating a paperless office.

The Drake Document Manager is installed duringdheke Tax Softwarastallation, and a DDM
icon is created on your desktop.

TECHNICAL REQUIREMENTS

The DDM program takes very little disk space, Inet &amount of space needed to store your
office files must be taken into consideration. Thige where files are stored should have three
to five GB (gigabytes) of space for three to fiveays of storage (for an average size office).
Most new computers have at least a 20GB hard drive.

Long file names can be used, although this namamyention might not function properly on
older systems that limit file names to eight or éewharacters.

FILE STRUCTURE

The DDM stores files in a “file structure.” You chnild a file structure entirely from scratch,
create an automatic file structure by integratimg DDM with the tax software, or implement
a combination of both approaches.

To implement the Drake document file structuref@go toSetup > Printing > Document
Manager from theHome window in Drake SelectAllow Drake to set up Document
Manager client folders (Recommended).

If you choose to build a filing structure from stota or to learn how to add additional
cabinets, drawers, and folders to your Drake fitrgicture, see “Building a File Structure” on
page 208.
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Choosing to integrate the DDM with the tax softwdoes the following:

» A default filing structure is created. It consiefsa Clients filing cabinet, drawers labeled

0-9andA-Z, folders in each drawer for each client labeleddsy name or business name,

aTax subfolder, and 2011subfolder.
* When you create a return for a new client in Drakey are required to enter the client’s

name. Once a client’'s name is entered, a cliedefds automatically created in the DDM.

» Tax returns and other documents printed to PDFrak® using the Drake PDF Printer,

are saved directly in the appropriate DDM foldertfee client. See “Print Selected Forms

to PDF Document” on page 96 for details on printiileguments to PDF.
* TheDoc Mgr button in data entry opens the DDM to the clietdsyear folder.

» Files saved in a client’s folder can be attacheduth the Drake e-mail program, or sent

as a PDF attachment to a return (1120, 1120S, H®b990 packages).

THE DDM WINDOW

The DDM consists of the file structure “tree” o tleft side, a list of files in the selected
folder on the right, and a menu bar and toolbdhatop.

Figure 125:Document Manager

Drake Document Manager Menu Bar Toaolbar E’E@

File Setup Documents Helpl

B o 9 E- 6 E & & . » i (?) b{'ﬂ
Exit

Mew Foldar File Backup Copy.. Cut Faste Imipart Link File Scan Email | Drag Heip

|Enter search text... Find Document MName | Type | LastModified | Description | Status |

- 20111040 pdfFile 3-24-2012 15:43.07
20711 Tax Return Docurments pdfFile 3-24-2012 15:43:20

\ Files in selected folder i

m

=8 Gamges, Rosie (0012)
-8 Gamgee, Sam (0011)
E@ GATORROOFING (112
& GEBC, TEST (21089)
m-# GBC TEST (3800) .
E-B GRASS TEST (1006) [™

B8 TAX
- 2010 Eile Structure |
= 1011 .

-8 GREEM, DAWN (1001)
& GREY. GANDALF (0033

- H

4|

Update status: pto date

H: 2

[CADRAKEDDMY

CLIEMTSAGAGRASS, TEST [1006].TAx52011
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Filing cabinets are organized in standard tree &ri@lick [+] to expand a portion of the tree;
click [-] to collapse it. Or with a folder selectqatess [+] or [-] keys on the numbers pad of
your keyboard.

Select a folder to view a list of its files. The DDdisplays document names, types, dates
modified, and descriptions. Click column headersadd by columns.

Like other Drake windows, the DDM has a menu bat amoolbar with speed buttons. Each
speed button activates a different function. Dependn your current level in the DDM,
different buttons are accessible. For examplegifre on the cabinet level, you can add only
drawers and cabinets, so only these buttons aireatb view a short description of each
button’s function, rest your pointer on the button.

Since you can begin working in the DDM on the foltbyel, several buttons are displayed:

* New Folder— Create a new folder

* New File— Create a new file

* Backup — Backup the selected folder, or the entire DDM

» Copy — Export the selected document to another location

* Cut — Remove the selected document so that it maydse@ in another location
» Paste— Place a document that has been Cut in a nevidoca

* Import — Import a document from another location into skeécted folder

* Link File — Create a link to document outside of the DDM

e Scan— Scan a new document into the selected folder

e Email — E-mail the currently selected document

» Drag — Activate Drag and Drop. When activated, drag drap files within the
document manager or from Windows Explorer into DEdltlers

* Help — Find answers in the DDM help system
» Exit — Close the Drake Document Manager

Figure 126:DDM folder level speed buttons
. Pl a3 : P > . ®© r
= . @ do - - © "lE'xH

Mew Folder F|E Backup Copy.. Curt Paste Import Link File Scan Email Drag Help

In addition to the functions located on the toojvarious functions are accessed by
right-clicking a file in the right pane.

BUILDING A FILE STRUCTURE

If building your own file structure, map it out tyand before creating it in the DDM. More
cabinets, drawers, and folders can be added t@kebintegrated file structure. As a level is
created, an icon representing that level appedateiDDM’s left pane.

The file structure can be created within the DDMyau may establish a universal file struture
for every client in the tax software at the beginof tax season. Go &etup > Printing >
Document ManagerandAdd or Edit theFolder Structure section.
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Creating a Cabinet
You must have a cabinet in which to place your émswand folders.

1. To create a cabinet, open the DDM, then clickate a hew cabinet
2. Inthe dialog box, enter the name for the cabinet.
3. Click OK. The new cabinet appears in the left pane.

To create additional cabinets, repeat these stepscannot add file cabinets inside filing
cabinets. Each cabinet acts as Level 1 storage.

Figure 127:Create a New Cabinet

E Drake Document Manager = || @[ =]
File Setup Documents Help
i — \ r
2 = 9 (?) .
MNew Cabinet | New Drawer Backup Help Exit
|Enter search text.. Find Document Name | Type | LastModified | Description | Status
El-of CLIENTS
By A
B B
T30 Elinput
=8 i E Enter the name for the new Cabinet
-y F
B G
E- H
i
B J Employees
E-a L
- M (0] 8 Cancel
By M
B O
E-cf P
E-o @
B 3
B T
E-a U
Gof W
Update status: Upto date
|C\DRAKEDDM!, CLIENTS

CREATING A DRAWER
Drawers can be added to cabinets.

1. Click to highlight the cabinet. The drawer is addedhe selected cabinet.
2. Click New Drawer from the toolbar.

3. Inthe dialog box, enter the name for the drawer itk OK. The new drawer
appears in the left pane as Level 2, in the LewedHinet.
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CREATING A FOLDER

Documents are stored on the folder level in the DIYMu can add folders to drawers and
sub-folders to folders.

1. Click to highlight the drawer or folder.
2. Click New Folderfrom the toolbar.

3. Inthe window, enter the name for the folder arickdDK . The new folder appears in
the left pane as Level 3, under the Level 2 drawéne Level 1 cabinet.

ADDING FILES To FOLDERS

Add files to DDM folders by importing or scanning.
Importing Documents
To import a document:

1. Select the folder in which to save the documenis Ththe currently selected or active
folder.

2. Click Import from the menu bar. Browse to the file locationtloa server or hard
drive and select the document for import.

3. Click Save The Drake Document Manager copiles document into the selected
folder and leaves the master document in the egisdtication. Any file type can be
imported into the system.

Scanning Documents

Enter documents into the system by scanning, wsithgr a flat-bed scanner or document
feeder scanner. To be compatible with the DDM, seasmust be TWAIN compliant.

A flat-bed scanner scans one page at a time, ngeatie PDF document. A scanner with a
document feeder scans multiple pages and makedamugnent of many pages, which is
more efficient.

Initiate the scan process from the Drake Documesmadger. The Document Manager
locates your system'’s default scanner. Hcanner Cannot be Locatednessage appears,
the scanner might not be TWAIN compliant or propénktalled.

To scan a document:

1. Select the appropriate folder, cli@can,and choose eithé¥se Scanner Bear Use
Document Feederdepending on the type of scanner and which pahes§canner to
use.

2. Click to select the file type.

3. Enter a name for the document or select a name tlhe@ommon Documentdist,
and clickOK.
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Figure 128:Saving scanned documents in the DDM

Input
Enter a name for this document. Or selecta Common MName Eftera name or seedl 2
: i NAME from the Common
|Social Security Card «— s~ i
i EE:; I: "JI"I:'FG Bzrg{lnrﬁgnts |Soc:ia| Secunty Card LJ
" GIF ™ PMG
[~ Enable Duplex Scanning it available. oK ] Cancel J

DOCUMENT PROPERTIES

Once a document is entered into the system, yowieanand edit its properties. Right-click
the document and seldetoperties.

Figure 129:Accessing Document Properties

Document Name |Type | Last Modified J Description I Status

20111040 pofFile 3-24-2012 15:43:.07

2 pof File | 3-24-2017 pue
Open
Rename Fé
Delete
Export to new location F7
Merge Files
Append to PDF.., L4
Ernail F8
Properties... Fa
Status b
Password Protection
Copy Ctrl-C
Cut Ctrl-X
Paste Ctrl-W
Copy to CD

TheDrake Document Manager Audit Logfor a file allows you enter and ediDescription

of the document. The also shows the actions that bacurred to the document, for example,
Date Imported andBy Whom. It also shows if the file has been renamed, erpoe-mailed,
or opened. It provides an audit trail of activigcarring with the document if created within
the Drake Document Manager. Any action that ocoutside the Drake system is not
recorded.
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Figure 130:File Audit Log

Drake Document Manager Audit Log

Audit Log of Activities on Documerne: 2011 Tax Retwrn Documents

Thiz screen shows the activities that have been performed on this document along with the datedtime and the person
logged into the machine at the time.

Auditlog For: 2011 Tax Returmn Documents Status: |Final L]
Path: CADrakeDDMCLIENTEWGWGRASS, TEST (10063 TAX2011
Description: Right click to enter description

Actions taken on this document;

Achion I Date By Whiom I
MHew File 03-24-201216:11:29  emoore
Expoart to C:\UzershemooretDocumentsh 2011 Tax Return Documents.pdf 03-24-20012 16:11:29  EMOORE
Dracument emailad 03-24-201216:11:33 EMOCRE
54 Cancel

PASSWORD-PROTECTING DDM FILES

Protect files with a password in the DDM.

» Assign a password — Right-click a file and selRassword Protection Enter the
password twice, then clidRontinue.

* Open a password-protected file ThePassword Protectiondialog box is opened when
you try to open the file. Enter the password aickdContinue.

* Remove or change a passwerdThePassword Protectiondialog box is opened when
you try to open the file. Enter the password aimckdContinue. When prompted to enter
and reenter a new password, enter a new passwtgewva the fields blank to remove all
password protection and cli€ontinue.
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SETUP OPTIONS

Some DDM configurations must be manually set. As¢bese options from within the DDM.
Go toSetup > Options

Document Manager Data Path— To store DDM data in a different location from
the actual DDM program, enter the data path here.

Use this scan device— By default, the DDM automatically chooses yoafaiilt
scanner when scanning documents. To choose adtiffecanner, select it from the
drop list.

Turn off scanner interface — Click to activate or disable the scanner optiothe
DDM.

Build index when DDM starts— The DDM index (used to search the DDM) must
occasionally be rebuilt to ensure proper functigmaClick to activate or disable the
option to rebuild the index each time the DDM sart

Edit and Reset list of Common Documents— Edit or reset the list of names that can
be assigned to scanned documents.
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GRUNTWORX

GruntWorx is a secure, web-based application thttraates the time-consuming tasks of
organizing and populating tax data. This cuttingestechnology has been integrated into the
Drake tax software program. This technology oftbesfollowing "job" types:

* GruntWorx Organize — organizes, bookmarks, and labels scanned taxaemts so
you can easily find and review any document. Statidas workflow with
consistently organized tax workpapers.

* GruntWorx Trades — transforms trade details on scanned consolidataderage
statements into a spreadsheet file, which can peritad into Drake Software.

* GruntWorx Populate — eliminates data entry with accurate data extra@nd
population into Drake Software. Frees preparersramiéwers to focus on higher
value activities.

MORE INFORMATION

For more information or to purchase tokens, gSupport.DrakeSoftware.coror click
Support from theHome window of Drake’s tax software). From the blue mémar on the left
side of theSupport page, seledly Account > GruntWorx .

Contact Drake Software GruntWorx Support at 828-3895 if you have any questions
regarding the integration of GruntWorx into the Downt Manager or for the purchase of
Drake Software Tokens.
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SECUREFILEPRO™

SecureFilePro is an HTTPS file-sharing site. Seriraceive documents on your own secure
web portal. SecureFilePro features include:

» An activity report that shows, at a glance, who &esessed which accounts and what
has been uploaded and downloaded from the site.

» Automatic alerts e-mailed to your clients when ttlidgicuments (such as their tax
returns) are available for viewing or downloading.

* Automatic alerts when you are reaching the limiyofdr file-storage capacity.

SECUREFILEPRO SIGN-UP

Sign up for SecureFilePro from the Drake Suppotisite Support.DrakeSoftware.coan

click Support from the Drake Softwardome window). From the blue menu box to the left
side of theSupport web page, seledlly Account > Secure-FilePro Follow the onscreen
directions to set up an administrative accounttaratid employees and clients who will have
access to the site.
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CLIENT WRITE-UP

Drake's Client Write-Up (CWU) provides the capabito prepare and print both live and
after-the-fact payroll, W-2/W-3, 1099-MISC/1096,00941, 941SS, 943, 944 and 944SS forms.
Payroll information is transferred to the journathnwthe click of a button.

CWU also provides the ability to manage basic ¢tlfavancial records through the use of
double-entry bookkeeping. A number of reports acided including multi-column profit and
loss reports, pre-posted reports, comparativenglesicolumn balance sheets, and payroll reports.

Templates make the creation of a Chart of Accoaasy, but CWU also allows you to create a
custom Chart of Accounts either by editing an éxisbne or creating one from scratch. You can
also export information into Drake Software, redigctlata entry time required to prepare your
client's tax return.

Use Client Write-Up to enter vendor invoices, pfgmd reprint) live vendor checks, and enter
after-the-fact vendor invoice information for bo@dping purposes. Use the Accounts Payable
module or "Check Writer" to print vendor checks.

Use the Accounts Receivable module to record amk itustomer invoices, shipments, payments,
and balances.

Portals is a new web-based feature that facilitgdes clients editing some of their employee
information as well as pay information. Once thegate and verify pay information, the
accountant processes payroll and automaticallyspgbstfinal pay information for the client to
view and export to Excel.

Install Client Write-Upfrom your Drake Evaluatio@D.
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Review Questions Part 9

Answer the questions below. See page 218 for ansaamglexplanations.

1. These interactive courses explore IRS tax law andihology on the Drake e-Training Center (ETC):

a) Tax Courses

b) Tutorials

c) Practice Returns
d) Test Returns

2. Which is the best option when creating a tax plafimelong-range planning in the Tax Planner?

a) Multi-year
b) Multi-case
c) Detailed Report
d) Summary Report

3. Which of the following statements regarding the Dment Manager is true?:

a) Install the Document Manager by selecting it frdva main installation window of your CD.

b) Integrating the Document Manager with the tax paogenables the creation of a default
filing structure.

c) The Document Manager allows you to store up to B8 & files.
d) To import a file into a Document Manager folderpokeFile from the toolbar.

4. When opening a new return in Drake, what itemsredten theNew Return screen are used to create
client folders in the Drake Document Manager fileisture?
a) TheSSN/EIN Verification fields
b) TheName Entry fields
c) The selected return type
d) Client folders must be manually created

5. Which of the following support resources providas dpportunity for Drake preparers to discuss and
post questions, suggestions and other topics?

a) Knowledge Base

b) Forums

c) Passport to Success
d) Online EF Database
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ANSWERS PART 9

1.

The correct answer &) Tax Courses Drake’s ETC also offers five tax courses randnogn individ-
ual (1040) coures to an array of business coudse20( 1120S and 1065).
b) is incorrect. Tutorials teach the basics of Drakévgare by using text, sound, and animation.

c) is incorrect. Nineteen basic and intermediate pactturn scenarios provide data entry practice
and solutions for comparison of results.

d) is incorrect. Test returns are available in Drakéivgare and are not located on ETC.

The correct answer &) Multi-year. ThePlanning Preferencesoption allows long-range planning
over multiple years.
b) is incorrect. The multi-case planning preferenéeved multiple scenarios within the current year.

c) is incorrect. Run a detailed report clickiRgports from the Tax Planner toolbar. It does not
determine the planning preferences of the tax @ann

d) is incorrect. ASummary report displays a summary of tax planner dats. dccessed from the
Reports button on the Tax Planner toolbar and does natrohe the planning preference.

The correct answer 3) Integrating the Document Manager with the tax pogram enables the
creation of a default filing structure. In addition, folders for your clients are autoially created,
and you can access the clients folder by sele@imgMgr from the data entry toolbar.

a)is incorrect. The Document Manager is installedaatically during the tax software installation.

c) is incorrect. The limit of the number of files yoan store is based on the limitations of your
hardware.

d) is incorrect. To import files, select Import. TRge button allows you to create new documents,
such as a text, word, or excel document.

The correct answer ty) The Name Entry fields When the DDM is activated in Drake (goSetup >
Printing > Document Manager) theNew Return information is used to create a folder in the DDM.

a)is incorrect. Th&sSN/EIN Verification is activated for Pay Per Return clients and wheroiftion
is activated irSetup > Options Data Entry tab.
c) is incorrect. Selecting the return type determimidy what type of file is created for the new retur

d) is incorrect. Client folders must be created nadly in the DDM if the option to integrate the DDM
is turned off. Go t&@etup > Printing > Document Managerand clear the box to disabidliow
Drake to set up Document Manager client folders (eommended)

The correct answer [s) Forums. Drake Forums provide Drake preparers with a plaa®@nnect with
other preparer and with Drake employees.
a)is incorrect. The Knowledge Base is a databaseabteshooting articles and current hot topics.

c) is incorrect. Passport to Success is a programlajsse for preparers who are new to Drake
Software.

d) is incorrect. The Online EF Database is useatt®ss return data and reports for e-filed returns.
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Glossary

Acknowledgements (acks)
All electronically-filed returns receive “acks,”lawowledging to the transmitter that the return was
received. “T” acks designate a test returns, “Ksascknowledge a transmission was received,
“A” acks designate a return was accepted, and ‘@GRSalesignate a return was rejected.

Archive Manager

A tool that allows you to archive various versiais return. Archive, restore or delete the
archived returns from the Archive Manager.

Bank Products

Bank products offer refund disbursement optiongdapayers and work seamlessly with Drake
Software.

Basic Mode
A View and Print mode that displays a color-codadoade of forms.
Blank Forms

Many forms that are not required and are not autically filled out by Drake Software can still
be found and printed from the software frdools > Blank Forms.

Calculation Results

This window is available whether in View mode omPmode. It displays federal and state fees
and figures, error messages, and a printable suynofi@eturn numbers and amounts.

Client Status Manager
A program used to track workflow in an office.
Data Entry Menu

The first screen encountered when opening an egiséturn. Lists all the forms, schedules, and
screens that may be used to create a return.

Demographics

Known as screefh and theName and Addressscreen, it's where the personal information of the
client is entered when preparing a return.
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Drake Document Manager

A program included with Drake Software designeti¢tp you set up, organize, and maintain a
“paperless” office.

EF MESSAGES Page
Red pages that appear in View or Print mode whetuein has certain issues that would cause an
IRS/State rejection. You cannot select a returrefectronic filing with a red EF MESSAGES
page. Correct the issue and view the return. IBRMESSAGES page is gone, the return can be
electronically filed.

EFIN

Electronic Filing Identification Number. Prepareew to electronic filing must apply for an EFIN
by preparing and submitting a Form 8633 to the IRS.

e-Training Center (ETC)

An online training site with tax courses, practieairns, videos and tutorials to help new preparers
learn Drake’s tax software.

E-mail
Used to send and receive e-mail in the Dradagram.
E-mail (Broadcas)

E-mail that provides information on important IRgdates and software changes. Receive these
messages iRlelp > E-mail to Drake.

Enhanced Mode

A View and Print mode that allows viewing and pngtfrom the same window, making it easier
and faster to see how a printed return will look.

ERO
Electronic Return Originator. To become an EROparers must apply for an EFIN.
FAQ Screen
Frequently Asked Questions. TypAQin the selector field to access additional infotiora

Flagged Fields
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Data entry fields that can be “flagged” to autorety remind the preparer to verify the data in
those fields before the program allows electroitiiegf. Flagged fields turn red by default until
verification.

Forms Based Data Entry

A data entry format that allows preparers to viewrdgeractive 1040 form rather than thata
Entry Menu.

Grid Data Entry

A condensed data entry screen requiring data @antigly the most commonly used fields.
Group Security

Assign a preparer to a security group. Securitirgg are established at the group level.
Heads Down Data Entry

Uses field codes that correspond with intervienweshéproformas). Data can be gathered by a tax
preparer and entered by a data entry operator.

Help

Various types of Help are available, from field plaihd screen Help to aid you in determining
how to complete required screens, to online tagaes.

Home Window
The main screen of the Drake tax program, accdsgéatyging in.
Hot Keys

Allows you to perform specific actions quickly aedsily using the keyboard. For example, press
CTRL + C to calculate a return.

Knowledge Base

A comprehensive searchable database consistingppbst solutions and articles of interest,
providing support around the clock.

Macros

Keys that can be programmed to enter long strifigiei@ with just a few keystrokes.
Menu Bar

The list of menu options across the top of the Brsedreen.
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Multi-Office Manager (MOM)

An online version of the Client Status Manager,jgiesd to track the work flow in a multi-office
environment.

NOTES Page

The yellow NOTES page provides reminders or tipsuala tax return but does not prevent
electronic filing.

Online EF Database

Displays information about your electronically fileeturns in real time and offers various online
reporting features.

Overrides and Adjustments

Fields marked by a red equal sign (=) or blue plud minus signs (+/-). Entries in these fields
change the amount calculated by the program.

PINs
Personal Identification Numbers for tax preparers.
PIN Signature

A PIN that takes the place of a sighature on ededtally filed returns. All electronically filed
returns must be signed by the taxpayer, spousiijr(g a joint return), and preparer with PINs.

PDF
Portable Document Format (PDF) is a file format ttegptures all the elements of a printed
document as an electronic image that can be viewednted. PDF files are created using the
Drake PDF Printer, Adobe Distiller, PDF995, or danproducts. View the files with Adobe
Reader.

Piggyback

Electronically filed state returns that are serihwhe federal return to the IRS. If the feder&line
is rejected, the state return is not sent.

Practice Returns

Like test returns, practice returns allow preparersfamiliar with Drake to complete returns
based on various scenarios and learn the basastafentry.

Print Mode

Allows printing of the forms associated with a retuPress @RL + P to entePrint mode.
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Quick Estimator

Allows you to prepare an estimated individual retquickly and calculate the results. (Results
form the Quick Estimator shouhbt be filed.)

Scheduler

A program for setting up and managing the schedaésappointments of multiple preparers.
Reminders and reports are also available througistieduler.

Selector Field

The entry field located at the bottom of the Datdre menu. Type corresponding screen codes
into the field and pressNEER to access data entry screens.

Setup Assistant
A feature designed to guide you through the prooésstting up important parts of the program.
Speed Button

Used for quick access to commonly used programtimme. Speed buttons are located on the
toolbar directly under the menu bar and are repteseby icons.

Split Return

Press GRL + S to split a MFJ (Married Filing Joint) retumta two MFS (Married Filing
Separate) returns, allowing you to easily comparckdetermine the best option for the taxpayers.

State and City Programs
Programs necessary for completing state and oityetairns. Install from the Evaluation CD.
Tax Planner

A program for predicting your clients’ tax futuracahow changes in their lives — marriage,
children, retirement, divorce — can change theidigbilities as far ahead as seven years.

Test Returns

Pre-prepared returns already loaded into the softiveat new customers can use to learn the
software and the basics of electronically transngjttax returns.

Toolbar

Located beneath the menu bar, the toolbar is wmaur#dl find speed buttons — one key-stroke
shortcuts to commonly-used program finctions.
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Tutorial
Tutorials help tax preparers learn the basics @stiftware through short instructional videos.
View from the CD or to access the complete librgoyto Drake’s e-Training Center at
www.drakesoftware.com/etc
Updates (Patches)
Changes in tax laws and corrections, additions,igpdovements to how the program functions
that Drake sends its customers. During tax seagaigtes should be installed from Drake every
day.
View Mode
Allows you to view the actual forms that print wihreturn. Press1®L + V to enter View mode.
Worksheets
Available in every numerical field in data entryprksheets allow up to 30 lines of descriptions

and amounts. Amounts entered are totaled in treeat#ty field. Detail worksheets are not
electronically filed with a return.

Drake Software Evaluation Guide Copyrighted Material



2011 DRAKE SOFTWARE CPE Exam | 225

CPE Exam

Answer the questions below. See“CPE Exam AnsweetSha page 233 for answer sheet and instructions fo
receiving credit.

1. Which of these setup options are availabl8etup > Options > Data Entrytab?

a) Choose which federal forms are included with regurn

b) Choose which state forms share data entry infoomatiith federal returns
c) Select appearance, size, and content of data scregns

d) Select which data entry fields must be filled aartéach return

2. Which of the following is true of installing Drakeom the Drake Software website?

a) Federal, state, and city programs are all instdh@ah the website
b) Three icons appear on your desktop after the pnodggdnstalled
c) If this is a first-time installation, enter your BFafter clicking Install

d) To install from the website, go to www.DrakeSofte@om and cliclSupport > Download
Center.

3. What operation does1®L + G perform when on theata Entry Menu in Drake?

a) Open the Quick Estimator

b) Open Drake Software Help

c) Open Forms Based Data Entry

d) Add appointments to the Scheduler

4. What purpose does the Multi-Office Manager serve?

a) Stores returns and scanned-in tax papers in efectfites

b) Alerts you when to send preseason and after-seagamnizers and proformas
c) Alerts you when an SSN has already been filed éogmt duplicate filings

d) Tracks client files for multiple offices

5. What function does an EF MESSAGES page serve?

a) Alerts you to messages and broadcast e-mail storibet Drake Message Center

b) Prevents electronic filing and produces error mgssaexplaining why EF was prevented
c) Produces NOTES pages with all EF errors listecefarh client

d) Opens th&F Options Override screen with federal and state error messaged liste

6. You must complete ERO setup to:

a) Use the Drake E-mail program
b) Set up your Pricing

c) Access Drake Help System

d) None of the above
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7. Many of the settings on tHeorm and Schedule Optiongab inSetup > Optionscan be overridden
on a per return basis from which screen in datey@nt

10.

11.

12.

13.

a) ADMN screen
b) Screenl

c) PRNT screen
d) EF screen

What key toggles grid data entry and full-screerdet

a) F3
B) CTRL+ F2
C) SHIFT+F1
d F4

By default, Drake automatically electronically §le

a) The federal return and the selected state return

b) The federal return and any state return eligibtesfiling

c) The federal return; state returns must be transchdeparately
d) Only one state return at a time after the fedestairn is accepted

How many returns are listed in the Recent Retuentian of theHome window?

a) 7
b) 8
c) 9
d) 10

Automobile expenses are reported on which scre@rake?

a) AUTO
b) 4562
c) 4797
d) C

Once a 1099 has been entered in Drake, how canuickly save and produce an additional screen?

a) PressNSERT

b) Press RGE DOwN
c) PressF3

d) Press Ec

Which of the following is NOT a feature of the QlieStatus Manager (CSM)?

a) Filters
b) Reports
c) Custom Statuses
d) Depreciation Lists
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14. Forms Based Data Entry allows a preparer to acm@egns from which of the following?

a) TheData Entry Menu

b) An interactive 1040 form
c) A list of 1040 line numbers
d) A pre-formatted PDF

15. Which of the following is a method of placing filesthe Drake Document Manager?

a) Cutand Paste
b) Import
c) Scan
d) All of the above

16. From theC screen, how can you search for Bussiness Code

a) You cannot. You must check the Schedule C inswusti
b) IntheBusiness Coddield, press CRL + SHIFT + S

¢) IntheBusiness Coddield, press Bc

d) Click Business Code

17. Where can you go to access information about eeittally filed returns in real time and to run

reports?

a) Online EF Database
b) Fed/State Facts

¢) EF Return Selector
d) Search EF Database

18. The Drake Software Home window includes:

a) The Personal Client Manager
b) A Preparer Notes Section

c) Recent Returns List

d) All of the above

19. What is assigned to a firm to identify that it &saciated with a tax return in screkaf data entry?

a) LoginID

b) Business Code
c) Firm Number
d) Setup Numeral

20. Which of the following is a file format that capésrall the elements of a printed document as an ele

tronic image that can be viewed or printed?

a) HTML
b) PDF
c) XLS
d) JPEG
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21. How do you file an amended return with Drake?

a) Print the blank form, complete it, and mail to tR&.

b) Re-enter the return. Go directly to thescreen. Clickresand enter the changes needed to
amend the return. Select for EF.

c) Re-enter all information into the return and reprMail to the IRS.

d) EnterXin the selector field. Clickesto auto-fill the screen. Enter the changes ne¢aled
amend the return. Mail to the IRS.

22. How do you create a Part-Year return with Drake\gafe?

a) Create two separate returns

b) TypePY in the selector field and fill out the screen

c) EnterPY as the resident state on screen 1

d) From theStatetab, selecPY, and make entries on applicable screens

23. How do you associate a depreciable asset on tHawWhib a particular schedule or form in Drake Soft-
ware?

a) Use theFor drop list to select the form or schedule on4bé2screen.

b) Re-enter the total depreciation amount from the24%6the screen for that particular schedule
or form.

c) Create a Workshee®(r!1 + W on the4562screen and list the form or schedule that each
asset is associated with in thescription field.

d) The software automatically associates the assétstiaé forms based on the order in which
they are entered.

24. Drake Software provides what supplemental docuragtd(assist preparers in Due Diligence require-
ments as specified in IRS Rule 66957

a) Paid Preparer’s Checklist
b) EIC Worksheets
¢) TRAC Reports
d) NOTES Pages

25. Which of the following setup screens must be comegl®efore you can prepare and electronically file
returns?

a) Firm, ERO, andEF setup

b) Firm, ERO, andPreparer setup
c) Firm andERO setup

d) Firm andPreparer setup

26. How do you setup e-mail preferences in Drake Softf®a

a) FromView/Print mode, clickE-mail > E-mail Setup

b) From theHome window, go toSetup > E-mail

c) Go toSupport.DrakeSoftware.com> My Account.

d) You must call Drake Support to update your prefeesn
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27. In which case shoulBepair Index Filesbe used?

a) After deleting a client file

b) After creating a new client file

c) After a client return is calculated

d) Before processing e-file acknowledgements

28. On which data entry screen is the filing statuscteld?

a) Screenl, Demographics
b) Screer2, Dependents

c) MISC, Miscellaneous

d) TAX, Taxpayer Information

29. Which of the following is a feature &asic View/Print mode?

a) A viewing tool that allows zooming and scrolling

b) A viewing panel that displays a preview of a seddalocument
c) A collapsible and expandable tree view listing nretdocuments
d) A color-coded cascade of forms that displays retimcuments

30. To print blank federal or state tax forms in Dr&aftware:

a) Click Support and download the selected forms from the Drakep8up\Veb site
b) Open a new return, clickiew, choose from th&orms list, and press QRL + P

c) Click RIA Tax Forms, choose from the forms list, and cliBkint

d) Go toTools > Blank Forms choose from the federal and state forms, ané Elict

31. Which statement is true about tAT screen?

a) This screen can be used to apply for a bank product

b) If no payment date is entered on this screen, d¢fi@ut is the last day of the month in which
the return was created

c) Separate accounts can be designed for federaltatedpsyments on this screen
d) This screen is divided into two sections: one f@éhdrawals and the other for direct deposits

32. Which of the following is true of the Schedule E &éocorporate (1120) return?

a) Only one officer may be submitted using Schedufera corporate return.
b) The Schedule E is only required if total receiptsthe corporation are in excess of $500,000.

c) Itis not necessary to indicate ownership percergaghen there are less than four officers in
the corporation.

d) Schedule E data is entered in Drake Software aeadr Demographicsfor an 1120 return.

33. Select one way to set the status of a return:

a) From the Client Status Manager, cliCkistomize

b) From within return data entry, click tl&SM speed button and select a status
c) From the Client Status Manager, clitatus, then select from the list

d) From within return data entry, go Tools > Set Client Status
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34. If a screen name is colored on fhata Entry Menu but contains no data, it must be deleted to preven
electronic filing errors. To delete a screen press
a) SHIFT+D
b) ALT +D
c) CTRL+D
d) CTRL + SHIFT + D

35. Where do you go to opt out of bonus depreciatioraft065 return in Drake?

a) From theData Entry Menu, click BD or enterBD in the selector field
b) From theData Entry Menu, choose thd562tab and clickGrid Data Entry
c) From theDepreciable Assetdab, click eitheSalesor Assets

d) From theAssets/Salesab, go to th®epreciable Assetsection and click0 Additional
Depreciation Elections

36. You've bought and installed a new printer in yoystem. How do you add the printer to Drake for
printing tax returns?
a) Create a new printer profile Setup > Update Profile
b) Enter the new printer settings$etup > Printing > Printer Setup
c) The program automatically detects every printetaitesd on your computer
d) The program automatically recognizes new printecsgoes online to download new drivers

37. What is the first step in the e-filing process irake Software?

a) Transmit/Receive

b) Process Acknowledgements
c) Select Returns for EF

d) Search the EF database

38. Of the following, which action produces Form 88#Adhe software?

a) Entering theEF screen

b) Entering thePIN screen
c) Entering theB453screen
d) Entering theSIGN screen

39. The Drake Document Manager allows you to build laateonic file structure using the following
three levels:

a) 1 - Cabinet, 2 - Drawer, 3 - Folder
b) 1 - Drawer, 2 - Folder, 3 - File

c) 1-File, 2-Folder, 3 - Document
d) 1 - Cabinet, 2 - Folder, 3- File

40. The Drake PDF Printer:

a) Must be installed irsetup > Printing > Default Printer
b) Prints returns and files in PDF format

c) Prints e-filed returns from the Drake EF Database
d) Prints e-filed returns directly from the IRS Wetesi
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41. Which screen is used to electronically sign@mnsent to Use of Tax Informatiomquired by IRS
Regulation 7216?
a) CONSscreen
b) PIN screen
c) IFP screen
d) BANK screen

42. Which support resource includes an "itinerary"tops designed to guide new Drake Software users?

a) Knowledge Base
b) Forums

c) Drake ETC

d) Passport to Success

43. In Drake, the form used to calculate a partnens hasis for income or gain is:

a) Partner’s Special Allocation screen
b) Partner’s Adjusted Basis worksheet
c) M2 Partner’s Capital

d) Schedule K-1 Partner’s Information

44. In an 1120 return, to reconcile income per books wicome per return, go to:

a) M-1 screen

b) View Forms and print an income statement

c) Incometab and clickReconcile

d) Reconciliation of Incometab and clicksSchedule M

45, In an 1120 corporate return, how do you find thieddpal Business Activity code number?

a) On screerd, General Information tab, select a code in tiRgincipal Business Activitieslist.

b) On either théfaxes and Licensescreeror theMISC screen, click in th@rincipal Business
Activity code field.

¢) Go to theSchedule Kscreen, right-click in thBrincipal Business Activity codetext box and
press GRL + SHIFT + S

d) Consult your Drake Software manual, where thelisti®f all Principal Business Activity
code numbers.

46. What operation doesT®L + S perform in data entry?

a) Opens a return in theata Entry Menu

b) Splits a Married Filing Joint return into two Maxd Filing Separate returns
c) Sends a PDF copy of the return to the Drake Doctiamager

d) Opens the return iRrint/View Mode

47. How do you create a loan repayment schedule in ®8&dtware?

a) In data entry, use th®MT screen.

b) From theHome window, go taTools > Amortization.

c) Right-click the data entry menu in a return anés\mortization .

d) Click theSupport icon on theHome window and selecAmortization .
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48. When completing a partnership return in Drake Safeythe most common entries for the Schedule K
are entered on which screen?

a) DED, Other Deductions

b) TAX, Taxes and Licenses

c) Screen3, Income & Deductions
d) SA, Partner Special Allocations

49. When reviewing a corporate (1120) return in Drakéware, check for balanced assets and liabilities
on which form?

a) Schedule L, page 5

b) Form 1120, page 1

c) 1120 Worksheet, 1120 W
d) Schedule M-1

50. When is a partnership required to file a Schedua™

a) If at the end of the taxable year, the gross assptated on Schedule L of Form 1065 are
equal to or greater than $ 10 million.

b) If the partnership had gross receipts of less $250,000 at the end of the taxable year.

c) If the partnership files an M-1, then the M-3 isays required as a supplemental reporting
form.

d) A Schedule M-3 is only required if the answer tesfion 6 of form 1065 is "yes."
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CPE Exam Answer Sheet

Circle the appropriate response on this answert $beeach of the questions on the CPE Exam. Plestigen
the completed Exam Answer Sheet and the 2011 En@tuan page 235 before April 15, 2013 to: Education
Department, Drake Software, 235 E. Palmer Streafiiin NC 28734, or fax to (828) 349-5713.

1. A B C D
2 A B C D
3 A B C D
4 A B C D
5 A B C D
6 A B C D
7 A B C D
8 A B C D
9 A B C D
10. A B C D
1. A B C D
12. A B C D
13. A B C D
14. A B C D
15. A B C D
16. A B C D
17. A B C D
18. A B C D
19. A B C D
20. A B C D
21. A B C D
22. A B C D
23. A B C D
24. A B C D
25. A B C D
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26. A B C D
27. A B C D
28. A B C D
29. A B C D
30. A B C D
3. A B C D
32. A B C D
33. A B C D
34. A B C D
3. A B C D
3. A B C D
37. A B C D
38. A B C D
39. A B C D
40. A B C D
41. A B C D
42. A B C D
43. A B C D
44. A B C D
45. A B C D
46. A B C D
47. A B C D
48. A B C D
49. A B C D
50. A B C D
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2011 EVALUATION

Please take a moment and let us know what you .thilekvalue your input and suggestions and striveotdinually
improve our educational tools to better suit yoeeas. For CPE credit, enter your name and addnessamplete

your evaluation of the course material. Creditisualed to a score of 70% or better on the exammEReedits will
be determined by pilot test results. Your CPE fieatie will bee-mailed to you.

Please print all information clearly.

Your Name

Designation (Circle One): CPA EA RTRP Other

PTIN* EFIN CTHEGrA)*

E-mail (required):

Firm Name
Address Phone
City ST Zip

Are you interested in Pennsylvania approved crediiscle one: Yes or No

Are you interested in Texas approved credits? €incle: Yes or No

* |f an Enrolled Agent or a Registered Tax Returagarer, your PTIN is required. Course rosters beluploaded to the IRS.

**A Course Report and Student List for this Evalaatis submitted on the 15th of each month to taf@nia Tax Education
Council, www.ctec.org

Regarding content and media (please circle Yes ordt

* Were the stated learning objectives met? Yes or No
» If applicable, were prerequisites appropriate? ofello
* Were program materials accurate? Yes or No

* Were the program materials relevant and did tlwribute to the achievement of the
learning objective? Yes or No

» Was the time allotted to the learning activity eggpiate? Yes or No

» If applicable, were individual instructors effa@P? Yes or No

» Were facilities and/or technological equipmentrappiate? Yes or No

* Were the handouts or advance preparation mateasisfactory? Yes or No
* Were the audio and video materials effective? ofeldo

Comments:

To receive your CPE certificate, you must sign andate this form.

(Your signature) (Date)
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Index

A business returns, see Form 1120
acks, 112
acks only, 115 C
activating
error message beeps, 28 calculations
grid data entry, 27 pause option for, 28
imperfect return election, 31 calculator, 61
prompting for check print transmission, 31 carryover worksheets, 28
W-2 verification option, 27 Client Status Manager, 182
adding customizing, 185
custom paragraphs, 30 filtering data, 186
adjusted basis worksheet, 155 MOM, 187
adjustment fields, 27 return statuses, 184
adjustments, 55 toolbar, 183
admin login, 22 colors setup, 34
allocation type, 157 comparing
alternative electronic signature, 23 current to prior year, 29
Archive Manager connection settings, 21
, 99 coversheets, 29
Creating an Archive, 99 CPE
Restoring an Archive, 100 information, 3
auto-balance creating
Form 1065, 162 miscellaneous codes, 32
Form 1120, 133 creating returns, 46
auto-complete database, 56 CSM, see Client Status Manager
custom paragraphs, 30
Customer Service, 198
B customized supplemental letter, 29
customizing
backup, 171 data entry menu, 32
bank products, 118 fields on BILL screen, 32
settings, 31 flagged fields, 32
bank screen, 83 miscellaneous code fields, 32
Basic Mode, 98
View, 98
billing D
fee override, 33
pricing, 33 data entry
pricing on the fly, 33 adding data, 50
see pricing setup adjustments, 55
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auto-complete database, 56
calculator, 61
codes, 56
customizing, 32
data entry menu, 48
deleting data, 50
deleting screens, 50
detail worksheet, 58
EIN database, 56
existing forms list, 52
exiting screens, 50
FAQs, 82
field flags
setting flags globally, 54
field search, 56
flags, 53
grid, 27
grid data entry, 52
heads down, 60
hot keys, 41
imports, 61
links and tabs, 53
macros, 60
magnifying fields, 54
maximizing screens, 27
MFJ to MFS split, 57
modifying data, 50
navigation, 51
overrides, 55
resetting screens, 50
resources, 61
right-click menus, 61
saving data, 50
Spanish, 27
states and cities, 51
upper/mixed case, 27
ZIP code database, 55
Zip Code Database, 55
data entry menu, 48
form codes, 49
toolbar, 49
date shown on return, 30

DDM, see Drake Document Manager

depreciation schedules
for 2009, 28
layout (portrait or landscape), 28

directories and paths setup, 32
dollar rounding, 30
Drake Document Manager, 206
adding files, 210
installation, 7
installing, 206
options, 213
password, 212
scanning, 210
setup, 35
toolbar, 208
Drake Tax Planner, 201
creating files, 201
installation, 7
options, 205
printing, 205
reports, 205
DTP, see Drake Tax Planner

E

Earned Income Credit (EIC)
interview questions, 32
EF
status page, 31
EF message, see message page
EF return selector, 112
EF transmission detail screen, 112
e-filing
checking e-mail while, 31
combining steps for, 31
suppressing, 31
EFIN, 107
apply for, 107
Temporary, 107
EIN database, 56
Electronic Filing
, 107
electronic filing
acks only, 115
bank products, 118
becoming an ERO, 107
fingerprint cards, 107
calculation results screen, 110
clearing EF messages, 110
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EF database tabs, 117 SSN indicator setting, 31

EF options override, 109 ERO setup, 20

EF return selector, 112 error messages, audible notification of, 28
EF transmission detail screen, 112 estimated payment coversheet, 29

EFIN, 107 existing forms list, 52

electronic signature, 108
electronically filing returns, 111

ERO’s PIN signature, 108 F
federal EF override, 109
manifest, 113 fed/state facts online, 197
online EF database, 118 field search, 56
practice filing electronically, 116 filing
practice returns, 116 instructions, 29
ready for EF indicator, 109 FIN, 107
reject code lookup, 117 firm setup, 19
review transmission, 113 fixed asset manager, 182
searching EF database, 117 flags
select state for piggyback, 109 customizing, 32
selecting returns for EF, 112 Form 1040
send/receive, 114 amended return, 87
state EF override, 109 auto mileage for schedule C, 77
suppress federal, 109 bank products, 83
suppress states, 109 child and dependent care expenses, 69
temporary EFIN, 107 demographics, 64
transmit/receive, 112 dependent information, 67
transmit/receive dialog box, 113 depreciation, 76
transmitting returns, 112 direct deposit refund, 82
electronic filing setup, see ERO setup EF Options, 84
Electronic Training Center, 191 E-file Signature, 84
e-mail electronic funds withdrawal, 83
checking during EF transmission, 31 estimated taxes, 82
Form 9325 to taxpayer, 31 filing an extension, 88
Email from view/print filing status, 65
, 101 interest income, 72
email from view/print IRS Reg. 7216, 84
sending a return, 102 itemized deductions, 73
setup, 101 name and address, 64
e-mail program, 199 partnership information, 82
engagment letters, 29 part-year return, 81
Enhanced Mode preparing, 64
Print, 95 profit or loss from business, 74
View, 94 resident city, 80
enhanced mode self-employed income, 74
print to PDF, 96 state and city data, 80
envelopes, 29, 34 Use and Disclosure, 84
ERO (Electronic Return Originator) wages, 69
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form 1040 Form 8879
EIC, 79 E-file signature, 84
Form 1040-ES (Estimated Tax Payments), 82 Form 8888 (Direct Deposit of Refund), 82
Form 1040X (Amended Return), 87 Form 9325 (Acknowledgment and General Infor-
Form 1065, 147 mation for Taxpayers Who File Returns Elec-
adjusted basis worksheet, 155 tronically), 31
balance sheet, 158 form codes, 49
business code search, 148 Form W-2 (Wage and Tax Statement), 28, 69
income and deductions, 149 forum, 198

K-1 partners’ share, 154
other deductions, 150

other information, 153 G
partnership general information, 147
print options, 159 grid data entry, 52
Special allocations, 156 activating globally, 27
state general information, 148 GruntWorx, 214

Form 1120
balance sheet, 132
books, 123 H
corporation general information, 123
cost of goods sold, 128 heads-down data entry, 60
depreciation, 136 help
estimated tax, 139 field, 62
estimated taxes, 138 form/line finder, 63
financials, 142 screen, 61, 62
income and deductions, 125 Home window
officer information, 129 recent files list, 12
officers’ compensation, 129 toolbar, 12
other deductions, 126 hot keys, 14, 41

other information, 130
reconciling income, 134
retained earnings, 136 I
worksheet, 135
Form 1120W (Corporation Estimated Tax), 139 imperfect returns, 31

Form 2350 (Extension Application), 88 individual return, see 1040
Form 2441 (Child and Dependent Care Expensng, 8
es), 69 Installation

Form 4562 (Depreciation and Amortization), 28 CD, 6
Form 4562, (Depreciation and Amortization), 77  Website, 7

Form 4868 (Extension Application), 88 installation

Form 6251 (Alternative Minimum Tax - Individ- Drake Document Manager, 7
ual), 28 state and city programs, 8
Form 8633 (Application to Participate in the IRS  system requirements, 5
E-File Program), 107 tax software, 5

Form 8867

EIC Checklist, 79
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K

Knowledge Base, 196

L

language, Spanish, 27
letterhead, 34
letters
customized supplemental, 29
default templates, 29
engagement, 29
K-1 (1120S, 1065, 1041 only), 29
Letter Editor, 34
letterhead setup, 34
privacy, 29
producing letters, 171
setup, 33
logging in
as admin, 11

macros setup, 33

mailing labels, 34

manifest, 113

manuals, 195

maximizing screens, 27
message page, 94, 110

MFJ to MFS split, 57
Multi-Office Manager, 187
Multi-Office Manager (MOM), 31

Navigation
Keyboard, 14
Mouse, 14

notes page, 94

O

online EF database, 118, 197
opening a return, 45

organizers, 171

overflow statement, see worksheet
overflow statements, 28

override fields, 27

overrides, 55

P

partnership returns, see Form 1065
part-year return, 81
pause option for calculations, 28
pay per return, 32
PCM, seePersonal Client Manager
penny rounding, 30
Personal Client Manager, 32
PIN
ERO’s PIN signature, 108
PIN signature date, 108
PIN signature, 22
PIN signatures
auto-generating for taxpayer, 31
post cards, 34
PPR, see pay per return
practice returns, 195
preparer
edit, 22
return signature options, 22
security, 23
setup, 22
third party designee, 23
pricing setup, 33
Print mode, 49, 51
print order, 35
printer setup, 35
printing
bill summary, 29
carryover worksheets, 28
date of signature, 30
depreciation schedules, 28
documents only when required, 31
due diligence info for homebuyer credit, 32
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EF status page, 31

EIC due diligence documents, 32

filing instructions, 29

forms only when required, 28

preparer fees withheld, 30

print order, 35

referral coupons, 29

return summary, 29

sets, 35

SSN on bill, 30

taxpayer phone number, 30

third-party designee, 30
privacy

letter, 29
processing acks, 115
proformas, 171

R

Ready for EF indicator, 31
referral coupons, 29
Reg. 7216

Use and Disclosure, 84
reject code lookup, 117
reports, 179

Client Status Manager, 182

depreciation list, 181

fixed asset manager, 182

report manager, 179

tax planner, 205

viewing reports, 180
required program settings, 19
restore, 171
returns

calculating, 91

create a new return, 46

data entry, 48

electronic filing, 111

message page, 94

notes page, 94

opening, 45

preparation, 45

printing, 93

return type, 46

SSN verification, 46

test returns, 47

viewing, 93
RIA Checkpoint Online, 194
rounding amounts, 30

S

Schedule A (Cost of Goods Sold), 128
Schedule A (Itemized Deductions), 73
printing, 28
Schedule B (Interest and Ordinary Dividends)
order of items listed on, 28
printing, 28
Schedule B (Other Information), 153
Schedule C, (Profit of Loss From Business)
Auto Expense Worksheet, 77
Schedule E (Officers’ Compensation), 129
Schedule K (Other Information), 130
Schedule K-1 (Partner’s Share), 154
Schedule K-1 (Share of Income, Deductions,
Credits, etc.), 82
letters, 29
printing page 2, 28
Schedule L ( Balance Sheet), 132
Schedule L (Partnership Balance Sheet), 158
Schedule M1 (Reconciliation of Income), 134
Schedule M-2 (Retained Earnings), 136
searching EF database, 117
section 179, 157
SecureFilePro, 215
selecting returns for EF, 112
send/receive, 114
setup
colors, 34
directories and paths, 32
ERO, 20
firm, 19
firm number, 19
letterhead, 34
letters, 33
macros, 33
optional program setup, 26
options, 26
pay per return, 32
preparer, 22
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pricing, 33
pricing on the fly, 33
printing, 35
required program setting, 19
Setup Wizard, 17
update from prior year, 26
Setup Wizard, 17
shortcut keys, 14
Social Security Numbers
printing on bill, 30
verifying, 27
Spanish
screens, 27
Special Allocations, 156
split return, see MFJ to MFS split
SSN verification, 46
state and city
data entry, 51
state and city programs
installation, 8
running from CD, 8
state requirements, 107
status bar, 12, 49
storing
print files, 28
suite products, 201
Client Write-Up, 216
Drake Document Manager, 35
Drake Tax Planner, 201
support resources, 191
customer service
e-mail support, 198
fax support, 198
phone support, 198
Drake Support Web site, 196
e-mail program, 199
ETC, 191
FAQs, 194
fed/state facts online, 197
forum, 198
help, 194
Knowledge Base, 196
manuals, 195
online EF database, 197
practice returns, 195
RIA Checkpoint Online, 194

RIA Tax Research, 194

update schools, 195

videos, 195
support Web site, 196
suppressing

e-filing of returns (globally), 31
system requirements, 5

T

TaxBook WebLibrary, 194
temporary EFIN, 20
tes, 8
test returns, 47
The TaxBook WebLibrary, 194
third party designee, 23
toolbar
client status manager, 183
data entry menu, 49
Drake Document Manager, 208
Home window, 15
speed buttons, 15
Tools, 169
backup, 171
blank forms, 170
file maintenance, 171
repair index files, 170
restore, 171
updating the software, 169
transmitting returns, 112
Tutorials
viewing from CD, 9

U
Update Schools, 195
updates
access to, 32
\%

verification fields,seeflags
verifying
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SSNs, 27

W-2 amounts, 27
videos, 195
View mode, 12, 49, 93
View/Print

Enhanced Mode, 93
Vista, see Windows Vista

w

Windows operating system
enabling standard keystrokes, 27
Windows Vista, 5
worksheet, 58, 135
worksheets
carryover, 28

ZIP code
auto-fill, 27
ZIP code database, 55
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