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Program Settings and Tools 
 

Course Overview 

This is a basic course designed to assist Drake Software users with the required and basic 

program setup and Tools menu in Drake Software.  

Learning Objectives 

• Log in and set up Drake Tax 

• Explain required settings and other setup items listed on the Setup menu 

• Discuss several features under the Tools menu used in everyday practice 
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Logging into Drake Software 

Initial Login 

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

1. Double-click the Drake Tax 2019 icon on your desktop. 

  

2. Enter your account number and serial number in the appropriate fields of the 

Software Activation dialog box. 

3. Click OK. 

 
 

 
 
 

4. You will log in first as the Administrator by creating a password for the username, 
ADMIN. The password must be a minimum of eight characters including one 
lowercase, one uppercase, and at least one special character. 
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5. Select a security question and provide an answer to the question to use in case you 
forget your password and need to reset it. 

 

 

 

 

Setting Up Drake Tax 
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Setup Assistant 

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

 
 

 

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

The three following items on the Setup Assistant are required screens. You must complete 
each of these options before you can successfully prepare and transmit live returns. 

 
ERO & Account Information 
 
The Electronic Return Originator (ERO) must complete the ERO Setup in order to e-file 
returns, download software updates, and access the online e-filing database.  
Access ERO & Account Information from the Setup Assistant or Setup menu. 
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Firm(s) 
 
Firm setup must be completed before preparing and e-filing returns. If data is inaccurate or 
missing, tax returns might be e-filed with incorrect information. 
 
Select Firm Setup from the Setup Assistant or Setup > Firm(s). 
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Preparers 

Preparer Setup fields and preparer security must be completed before a preparer can 
begin preparing and e-filing returns. All preparers must be entered in Preparer Setup. 
Data-entry operators and anyone who needs access to Drake Tax should also be setup.  
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Preparer Setup can be accessed from Setup Assistant or Setup > Preparer(s). 
 
Preparer Security Options 

Only administrative users can set security rights. Settings must be established before a 
preparer can begin working in Drake Tax.  
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To remove security rights from all preparers (other than administrative 
users), go to Setup > Preparers, click Remove Rights, and click Yes. To 
remove rights for an individual employee, set that person’s security to 
Set Security to Allow No Options. 
 

 
A preparer will be prompted to confirm his or her account and set up a password 
when logging in to the software for the first time.   
 
 
Additional Setup Items 

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

Printers 
 
Use Printer Setup to: 
 

• Establish the printer to be used with Drake Tax 
• Establish “sets” 
• Set up advanced printing options not related to a specific printer 

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

 
 

Letterhead 

Customize the look of Drake-generated letters and client bills with Letterhead, Margins, 
and Border Setup.  Use this setup screen to specify the presence and location of logo and 
letterhead information on the letters, and to adjust margins.  
 
Access Letterhead, Margins, and Border Setup from the Setup Assistant or go to Setup > 
Communications Editor > Setup.  
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Options 
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When installed, the most common preferences are set as defaults in Drake.  Use options 
setup to view or change the defaults for the various options available. The options are 
categorized and displayed on different tabs in options setup. Access Setup Options from 
the Drake Home window under Setup > Options. 
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Data Entry Options 
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Calculation & View/Print Options 
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Form & Schedule Options 
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Optional Documents 
 

 
Optional Items on Return 
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Billing Options 
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e-File Options 

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

 
 

 
 
Access Pricing Setup from the Home window of Drake under Setup > Pricing. 
 
 
 
 
 
Drake Documents 
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Choose Drake Document integration options.  This setup screen determines how Drake Tax 
Software will interface with Drake Documents. Use this screen to apply a password and 
customize the folder layout. Access Document Manager Integration Options from the 
Home window of Drake under Setup > Printing > Drake Documents. 
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Letters 
 
Access the Client Communication Editor to edit letters generated by Drake Tax, many of 
them based on data from the tax return and the clients’ filing, payment, or refund 
preferences. There are also engagement letters, extension letters, letters with amended 
returns, payment reminders, appointment reminders, preseason and postseason letters, 
cover letters—all of these can be edited and customized in the letters program.  Access 
letters setup from the Home window of Drake under Setup > Communications Editor. 
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Drake Software Tools 

Updating Drake Software 

Downloading regular updates is critical to ensure that your tax program is performing 
efficiently. The Update Manager obtains and installs files automatically. Updates include 
modifications to both the federal and state packages to reflect the most recent changes in 
the tax law.  
 
Beginning with Drake Tax ’18, you will have to download and install your updates before 
you can open and use Drake Tax. Rather than having to sit through the update process 
every morning when you log on to Drake Tax, you can set the Update Manager to 
automatically pick up your updates at a time of your choosing – such as when you are out 
of the office, even in the middle of the night. From the Home window menu bar of Drake 
Tax, go to Tools > Update Manager, and select the Schedule software updates option, 
choose an update time, and click Exit. The computer designated to receive updates must 
be left on, and an authorized user must remain logged in, for updates to be automatically 
downloaded and installed. 
 

 
Scheduled Updates 
 
The Update Manager can be set to obtain and install files automatically at a set time. To 
schedule your updates: 
1. From the Home window toolbar, select Tools > Update Manager. The Drake 

Update Manager dialog box is displayed. 

2. Choose the Schedule software updates option. 

3. Choose a time from the option box:  Click one of the numbers (hours, minutes, seconds, 

and AM or PM) and type in (or use the arrows) to set the time to accept new updates when 

they are transmitted by Drake Software. 

4. From the alert window that is opened, click OK. 

5. Click Exit. 
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Manual Updates 
 
If you want to download and install updates when you are logging in to the tax program: 

1. From the Home window toolbar, select Tools > Update Manager. The Update 

Manager dialog box is displayed. 

2. Make sure the Schedule software updates option check box is cleared. 

3. From the alert window that is opened, click OK. 

4. Click Exit. 

 
Remember: If you decide on manual updates in Drake Tax ’18, you will not able to use the 
tax program until the latest updates have been downloaded and installed. 
To download and install updates as they come in, from the Updates section in the lower 
left of the Drake Tax Home window, click Install Updates. 
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View Release Notes 
 
When updates are installed, the program creates an installation log of the updates. This log 
is displayed in the Drake Update Manager dialog box in tabbed format, by file name, 
release date, and number of the update. The tabs divide updates into categories, one for 
each package (1040, 1120, 1065, etc.), one for individual state updates, one for program 
updates, for updates shared across two or more federal packages, one for updates shared 
across two or more state packages, and one form updates to Drake tools. Click column 
headers to sort data in ascending or descending order. To view a release note, double- 
click the desired row in the Drake Update Manager dialog box. Notes are displayed in the 
Report Viewer, where you can print or export the notes as desired. 
 
Notification of Updates 
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You will see, in the Updates section of the Home window, a notification that program 
updates are available and ready for download—even if the automatic update feature is 
activated. This notification appears if all of the following conditions are met: 
 

• The program detects that the machine is connected to the Internet. 

• You have security rights to install updates. 

• You have permission to see the message regarding the updates ready for download. 

(You must be an administrator or have the Display program update availability 

drop box at Setup > Options > Administrative Options tab set to All w/ Update 

Rights. 

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

Use the Backup and Restore tools to prevent loss of client data or to move client files to 
another machine. Files backed up to other locations can be used to restore lost data. If 
multiple machines are used for tax preparation in one office, files can be moved to other 
computers and uploaded to a single machine to create a master file. 
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Manual Backup 
 
You can choose to perform a full manual backup of all your Drake Tax files, including the 
files in the Archive cabinet of Drake Documents. Choose to back up to a local device, a 
separate network location, or off site through SecureFilePro. To Perform a Manual One-
Time Backup: 
 

1. Mark the Backup to local or network location box and, if necessary, click Browse 

to select a location (such as a server or a “flash” drive) to back your files up to. To 

back up your files off site, click Back up to SFP. 

2. Select Perform full back up.  

3. (Optional) Select to include your Drake Documents Archive cabinet. (The Working  

Cabinet is backed up automatically with Drake Tax). 

4. Click Backup.  

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

Backup. 

2. At the top right corner of the dialog box, click Browse to choose a backup location. 

3. Click the icons on the left side of the dialog box and your files will be listed. (By 

default All Drake Files are listed.) The icon you click determines the filter check 

boxes that appear at the top of the list. Note the check marks in the ID column 

indicate the selected files that will be backed up.  The selected files will be listed in 

the Summary pane on the right side of the dialog box. 

4. (Optional) The Custom Items icon at the bottom left allows you to add non-Drake 

Tax files to your backup. In the Customer Files and Folders window, click Add on 

the Custom Files to Include line to include individual files, or click Add on the 

Customer Folders to Include line to add entire folders to the backup. 

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

Description field. 
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6. To include Drake Documents files, mark the Include DDM Archive Cabinet check 

box. You can back up your files to a local or network location and to SecureFilePro at 

the same time by marking both check boxes in Step 1. Next click Backup. 

Automated Backup 
 
Use the automated backup feature to have the program automatically back up your files at 
a specified time each day. Select the Enabled check box to turn on the automatic backup 
feature. Select Configure Automatic Backups to open the dialog box. Select a time and 
location for the backup.  Your computer must be turned on at the time of the scheduled 
automatic backup.  
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Restoring Your Data 
 
To restore your data from another location, drive, or from SFP: 
 

1. From the menu bar of the Home window of Drake Tax, go to Tools > File 

Maintenance > Restore, to open the Backup and Restore dialog box. 
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2. At the bottom of the Backup and Restore dialog box, select the location to restore 

your files from—a local or network location or SecureFilePro. 

3. If from a local or network location, click Browse and find the backup you want to 

restore. Select the name of the backup you want to restore. 

4. Click Preview. This opens the Restore Items Form Backup window, where you can 

choose to Restore Everything or choose Custom Restore. 

5. For a custom restore, click the buttons on the left side of the window to find the files 

on your computer or network. The button you click determines the filter check 

boxes that appear at the top of the list. Select the items to be restored in the middle 

pane by placing a check mark in the box to the left side of the pane. (Note that 

selected files appear in the Summary pane to the right.) For non-Drake Tax files 

click Custom Items from the buttons on the left. When you’re satisfied with your 

selections, Click Restore. 

 

  

 

 

 

 

 

 

 

Changing a Client’s ID Number 
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Changing a client’s SSN, ITIN or EIN in the program requires more than simply making the 
change in data entry. To change a client’s SSN, ITIN or EIN in the software go to Tools > File 
Maintenance > Change ID Number on Return. 

 

.  

 


