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Drake 101 - e-Filing

Course Overview

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

Learning Objectives

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

Apply for an EFIN

Set up Drake Tax to electronically file tax returns

e- File returns using four steps in Drake Tax

Understand the different types of filing acknowledgements
Access the EF Database

Diagnhose and resolve electronic filing rejections

NOTES




Drake 101 - e-Filing

Program Setup

Setup Assistant

The Setup Assistant is opened automatically the first time you log in to Drake Tax.
Select to import your settings from the prior year or Quick Setup for new users.

Drake 2019 - Welcome to Drake Setup Assistant X

s

Welcome to Drake 2019

@ Setup Assistant

@® Import my Settings from Drake Tax 2018
Import EF, Firm, Preparer, Pricing, and General Settings

O Quick Setup - Getting Started
Enter EF, first firm, and first preparer information (new user)

Do not show this again T
u e Continue ‘

New users The Setup Assistant is designed to help you setup Drake Tax to e-File,
setup your first firm, and first preparer. After each initial item setup is complete a
green check is displayed.

Drake 2019 Setup Assistant - Quick Setup X

Setup Assistant - Quick Setup

Set up each section by clicking its icon.

™ Q Electronic Filing Information (ERO)

Bl Firm Information

™ & Preparer Information

*To modify other settings, from the menu bar of the Home window, click the Setup menu.
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Firm Setup

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

a—
©
N2

Help  Cancel

Save
Murmn. Firm Mame Contact EFIM DCH Bank
1 Smith CP& Tina See 111111 00003

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

“You must confirm vour EFIM iz properly set up at Drake Software before you can e-file returns. To complete thiz step, enter your EFIM in the box provided below and click the
"Confirm" button. Your confirmation status will be dizplayed ta the right of the button. Clicking "Confirm” iz also necessary to auto-fill your banking and audit pratection setup
screens. Applications must first be completed online at eom. drakesoftware. com.

EFIN ‘ Canfirm ‘ E You are not approved to efile.

Firm Infmmationl Settings | Banking | éudt Protection

Firm name “Smith CPA | Contact name |Tina See

Address 235 East Palmer Street | Telephane number (528)524-8020
Frkon | Fos e N

Domestic Address Email address |Supp0rt@D rakeSoftware. com
State/ZIP [NC | [za734 |

Foreign Address

Pravince/State I:I “Country code iz
required for e-file when
“[ountry/Paostal Code |:] firm iz not in the LISA,

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

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

— General Information

Account Mumber: 111111 EFIM: 111111 u I
e-File Password: IF

Serial Murnber; [ Edit Serial I | | |

Transritter M ame: THE FIRM i
Tramsmitter Address:  |235 EAST PALMER STREET]

City: FRAMELIM State: |[NC  Zip: |25734

Federal EIM:

Telephone Mumber:  |[828]524-8020

— Franchize/Metwork Information [Admin only]
Maszter EFIM: | Fee: | Mame: |

— Disclosure or Use of Tax Information by Preparers of Returns
Meed congzent to disclose tax return
infarmation to this franchizornetwork: |

Help | (] 8 | Cancel |

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

Preparer Setup fields and preparer security must be completed before a preparer
can begin preparing and e-filing returns. All preparers must be entered in Preparer
Setup. Data-entry operators can also be entered. Each time a hame is added to

Preparer Setup, a number is assigned to that name.

-

- Uze System Default

2 M L C I'I
o - |
v © m | N =N O 4
Edit Preparer Add Security Search Frint Help E it
Hed indicates missing e-Filing data.
Mumber  PTIN Uzemame Freparer Mame Security
ADM Admin ADMIMNISTRATOR Adrmin
I 1 PO1234567 Ed Ed Ewcation Adrmin
2 POOOOOOO0 Tate Tate Urchips FULL
3 shob Spongebob Squarepants FULL
4 Alexa Alexa Begone Mone
i [R— S a—
I i~ f A ®
e | |
Save Security Schedule Help Cancel
General Information Return Signature Options
Preparer name |Ed Ewcation | PIM zignature 12345
E-mail IEI:I@'I 040 com | IJze PIM for:
Self-employed O 2873 PIM Signature
Sacial Security Mumber I I Alternative Electronic Signature
FTIN P01 234567 PDF rubberstamp S B @
Office number [optional] | = =
Republic Bank Information
Hourly rate | REIN |
i 1-SMITH CPA -
s | Power of Attorney Information
Login Information Preparer designation | - <Mones w
R CAF Murnber |
Fazsword Change Pazsword Lic/Ervolment |
Jurizdiction |
Enable Multi-Factor
Authentication (M) [ S B S O
Ditabie prepaier [ Acceptance agent [
State Registration Humbers AR I:l
Reaistration numbers for — Preferred Language
CA, WD, NY, OR, and VWA, Registration Language options

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

Preparer Security
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Only administrative users can set security rights. Settings must be established
before a preparer can begin working in the software.

Preparer Security Options

Security Option Description
Set Security to Allow No Options Employee cannot access any part of the program.
Set Security to Allow All Options Employee can access all parts of the program,

except for ADMIN-only features.

Set Security Equal to Existing Preparer | Employee is given security settings to match those
of another preparer on the list.

Add Preparer to Security Group Add preparer to a pre-established security group.
(See “Setting Up Group Security,” following.)

Front Office (Scheduling Only) Employee can access the Scheduler only.

Administrator (Full ADMIN Rights) Employee can access all parts of the program,

including administrative-only features.

To remove security rights from all preparers (other than administrative users), go to
Setup > Preparers, click Security, and select Remove Rights from All Preparers. To
remove rights for an individual employee, set that person's security to Set Security
to Allow No Options.

- - M e 7Y r'I
’ - | |
¢ ¢l s 2|0 ¢

Edit Preparer Add Security Search Frint Help E wit
Red indicates missing Edit Group Security Settings

Murnber  PTIM Delete selected preparer

ADM Remove rights for ALL preparers

-

2 POOOQO000 Tate Tate Urchips

3 POOOOOOON zbob Spongebob Squarepants

4 Alewa Alewa Begone

EF Program Options
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Use Options Setup (accessible by clicking Setup > Options from the Home window)
to view or change e-file defaults.

Data Entry Calculation & View/Print | Form & Schedule Optionz ] Optional Documents Optional Items on Beturn
Billing ] States EF l Adminiztrative Options
Se!ecl to Tumn On . Default ERD:
Iv iftuto-generate taxpayer(z] PIM (1040 Onlyf |F'ai|:| Preparer LI
|~ Require 'Ready for EF indicator on EF screen Session Options
v Lock client data file after EF acceptance
) . [ Combine EF steps [Select, Transmit, Post Acks)
[v Print 9325 when eligible far EF
[ Suppress federal EF [ Transmit return data to Drake for multi-office web reports
[v Print EF statuz page
[ Alert preparer when bank product iz not included State EF
[ Activate imperfect return election in data entry | Suppress
r Allow zelection for EF fram the 'Calculation Results' . .
FCIeen
r Enable prompting before automatic transmission of 'Check
Frint A ecords'
r Ermail 5325 Motice to Taxpayer [automatic from Drake
P":'CE':SS'”D '_:E”tE'] ) ) EF Selection Report Options
r Require E-Signaturez on all electronically signable forms _
(1040 Only) Customize EF selection reports Customize
[ Dizallow EF selection if DoubleCheck Review flag exists

Help ] | Cancel ‘

e-File Options

EF Selections Screen

By default, the program designates all eligible federal and state forms for e-file. Use
the EF screen to override program defaults on a per-return basis.

By default, all eligible returns are transmitted—unless you indicate otherwise on the
EF screen. To suppress one state or city return while e-filing others, select the states
or cities you want to e-file from the Select the states/cities to e-file drop lists. The
selected states will be e-filed, but no other state returns will be transmitted, even if
those other returns are eligible.
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EF Selection Screen Video: How to e-File
Ready for EF PROGRAM DEFAULT: ALL federal and state forms that are ELIGIBLE will be e-filed.
FEDERAL E-FILE OVERRIDE: STATE E-FILE OVERRIDE:
Select one ofthe options below: Selectthe states/cities to e-file:
[]1040 (includes 9465 if present) " | v -
[ 4s68 | [ " "
O350 | | | -]
[19465 only | \,H v|| v|
[JFinCEN 114 only | v| | V| | v|
[(ss

[1Do NOT send any states

Tip: Ifyou do not make a state selection above,
all eligible states will be e-filed.

[JDo NOT send Federal

Tip: To send a federal form and NO state forms,
select the 'Do NOT send any states’ box in the
State E-File Override section to the right.

SUPPRESS ALL E-FILE:
| Suppress federal/state EF and all bank products

ADDITIONAL OPTIONS:
[IReturn not eligible for a bank product [ e-signature NOT required on this return
O Imperfect return election Email 9325 notice to taxpayer

dodiain Bl L NOTE: Do not make an entry on PDF screen for

CJForm 1098-C [JForm 8332 selected PDI items.

[IForm 3115 [IForm 8858 Select all paper document indicators that apply. For

[IForm 3468 [JForm 8864 maore information on the paper document indicators,

[CIForm 4136 [C]Form 2885 click the Screen Help button at the top of the screen.

CIForm 5713 []Form 8949 To mark the Power of Attorney PDI, go to the MISC screen
and complete the applicable lines in the Special

[JForm 8283 Signatures section.

[JRetransmit this return even though its current status is "Pending.” (IMPORTANT: See field help)

Ready for EF

At the top of the EF screen is a Ready for EF drop list. If the option is selected in
Setup, you must select Ready for EF before the return is put into the “send” queue
for e-file—even if it is otherwise ready to go. Because you must manually indicate
that each return is ready to be e-filed, selecting this option can help prevent
accidental e-file.

To choose this option, go to Setup > Options, EF tab and select Require ‘Ready for
EF’ indicator on EF screen.

Review return for e-File Messages Prior to e-Filing

10
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Calculate the return to determine if it is ready to be e-filed. EF Messages are
generated only if issues within the return cause it to be ineligible for e-file.
Messages include error codes, descriptions of the issues, and identification of fields
that must be verified. All EF Messages must be eliminated before a return can be e-
filed.

Three Steps to e-File

Step 1 - Select Returns for EF

To prepare a return for transmission:
1. From the Drake Home window, select EF > Select Returns for EF. The EF
Return Selector displays a list of recently calculated returns. Those eligible
for e-file are indicated by a check box.

2. Select the boxes of the returns to transmit. Use the Select All or Unselect All
buttons as needed.

3. Click Continue. The Report Viewer shows the EF Selection Report, which lists
all returns that are awaiting transmission.

4. Click Exit to close the Report Viewer.

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

EF Reluin Solector

The EF Retum Selecior sllows pou bo select cherts for e-fling. To mclude & chert for banmasson, place & checkmark n the Box bo the kit of the
Clhent'y |0 Miumiber, Double-chcking on a chent will slow pou bo modly the EF documents that are selacied for hansmizmon Alter malking e

‘ Eligible for EF appeognate pelechorrt. chel, Tontrum™ 1o complebs the peoced:
- g |10 Murrber | Chord Marme | Status | EF Documerts | Propuess | Fod Rstu | Fed Bal . | Last Cale
[] 400005003 PEFPERS, CAYENNE Ready For EF V040, HCDH00 Jo# Thomas T
4000CE013  SUMSHINE 5 CORPOL. Mo EF Document: Jobe: Senith
‘ Mot eligible for EF [l 40000005 FEATHERS.ROBING .. ResdyFocEF IS0 NCDA00  Jobe Sesth 13500
Selected for EF ' ‘ '
Helo Select A Unssisct A1 Cortirnn | £

Record 3 of 3

11
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Step 2 - Transmit Returns

To transmit a return:

1. From the Home window, select EF > Transmit/Receive to open the

Transmit/Receive dialog box, which displays the types of returns to be e-
filed.

2. Toreview and, if necessary, eliminate files from the “send" queue, select a file
from the File for EF pane and click Review. The Transmit File Editor lists

individual returns. To remove a return from the queue, select it and click
Remove. (OPTIONAL)

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

The program immediately authenticates you on the Drake Server and
performs the following tasks:

+ Checks for new acknowledgments
+ Transmits files to Drake

* Retrieves pending acknowledgments of the transmitted files (if
available)

« End Transmission Session - Session Complete

4. Click Exit to close the Transmit/Receive box.

Transmit / Receive Files
Thiz zcreen is uged to e-file returnz and receive Federal and State acknowledgements from Drake
Software. The Files for EF list containg a summary of files that will be transmitted.  Uze the Review
button for a detailed list. To receive acknowledgements without transmitting, use the Acks Only button.

Files for EF

Review

Communications

Checking for acknowledgements. .

1 acks retrieved.

Tranzmitting files to Drake Software. .
Success. Acks Only
Checking for acknowledgements. ..
1 acks retrieved.

Seszion Complete

Send/Receive

di

12



Drake 101 - e-Filing

Step 3 - Process Acknowledgements

When Drake receives a transmission, it immediately returns a one-letter
acknowledgment, or “ack.” When the IRS Submission Processing Center receives
the return, it sends an ack to Drake, which you can “pick up” by logging in to Drake.

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

Drake Acknowledgement Codes

Code Description
P Tax return transmitted successfully to Drake. Return is being processed.
T TEST return transmitted successfully to Drake.
B Bad transmission

IRS Acknowledgement Codes

Code Description

A Tax return has been accepted by the IRS.

R Tax return has been rejected by the IRS.

E Imperfect return

Bank Acknowledgement Codes

Code Description

Bank Product Accepted | Bank product application has been approved.

Bank Product Declined Bank product application has been declined.

Check Print Checks are available for printing.

Prep Fees Deposited Preparer fees have been deposited.

13
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EF Database

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

To search the EF database:
1. From the Home window, click EF » Search EF Database.

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

3. Click Go. To scroll through the records for that taxpayer, use the arrows at the
bottom of the screen or press PAGE UP or PAGE DOWN on your keyboard.

="
SSN/EIN/MName to Search for S5 Name: Tabs

[+00006003 [ 6o | Teewer 100006003 [PEFPERS, CAYENNE ¢ BELL ok

————  Spowe 300000203 Fi0-Qoa]
Ft-ﬁmdlﬂumatM]Fz-auhmmnwlml F3 - Fees/Miscelansous Infa | Fd-RuiadEode-Ludu.p)
ﬁ-DuEmyﬂ
Ack Code and Daptime Phone:
o ‘ & 100 HOPE STREET Evvenirg Phone: Ext ﬂ
Transmission Detail | s we E734 Cell Phore: | o]
_ Flegect Infoemation
S g F1040-507 [ |

ALK, Codec B IRS Rejected
ALK, Date: 03,11
Toarsmitted: 03/11 [11:36
Fiirg Status: 2
Redund Amount:  [823,00
Balance Dus

Fejscted Data:400005004

Reject Info I

€k [ Status | Amourt | Mumber | Price i | Print Date | Clear Date | Ck Info | G Cleat | €k Type | Prod Type |

: Bank Code:
DOB Validly, ERCALoan Stabus:

Check, Infosmaticn:

Transmission Records II

3

ACK Diste: 04401 - ACK. Code -4 - PEFPERS_ CAVEMNE LBELL =
ALK Date: 04/01 - ACK. Code - P - Stabe: NC - State Oy _ - PEPPERS. CAYENN
ALK Drate: 044071 - ACKE, Code - P - PEFFERS, CAYENNE & BELL

ACK Date: 0401 - ACE. Code - P - Slabe: NC - State Onlp - PEPPERS, CAYENN ~

Recont 1 0f 6

14
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Online EF Database

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

To access your online EF database from within the software:

1. From the Home window, click Support. (If you are already in the EF database,
click F10 - Online DB))

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

3. Goto My Account > EF Database.

©  ONLINE EF DATABASE

Return to Drake Support Home

Overview Returns Report
Returns [+] Instructions
Bank Products [-] Options Data for Tax Year 2017
Checks
z Return Type Return Status Date Range Report Options
ees
¥ Federal ¥ Pending Start Date ‘ -
Summa Bank Products: | With and without bank products ¥
& ¥ state ¥ Accepted 01/01/2018 [ ‘
Optiops Y - Extension ¥ Rejected End Date Restrict to: All EFINs ¥
Tools > Business 5
1/17/2018 E1 Saved Reponf\? | Select ¥
MOM
Sign Out
TaxPayer Lookup 1D Number. Name
XXXXX Address:
Client Search Spouse ID Number
EFIN: 777777 XXXXX Phone:
EFIN: 777777
Tax Year| 2017 v
SSN/Last Name Accepted Returns
» Federal 1040 Submission Id: 7777770054100180096 DCN: 00777777000000
Transmitted: Acknowledgement: Refund:
Records Returned: 174 Page:1234 .9 | 117/2018 22:32 EST A - 1/18/2018 $4,953.00
Get 9325 Direct Deposit
BN 2T Lot SN Ack Date Proparer 1 AGI 51631200
777777 01/19/2018 EIC: $5,112.00
777777 01/18/2018| Tax Year: 2017 Bill Amt: 250.00
777777 01/19/2018] NcD400 Submission Id: 77777722000018060534 DCN: 00777777000000
777777 01/18/2018 Transmitted Acknowledgement: Refund:
777777 01/18/2018| 1/18/2018 08:13 EST A - 1/19/2018 $256.00
777777 01/18/201g| Fiing Status: 2 Preparer: 1 AGI: $16,312.00
777777 01/19/2018) 1ax vear 2017 Bill Amt: 219.00
777777 01/19/2018
777777 01/18/2018
777777 01/17/2018
Banking Information
Bank Loan Amount:
Republic $4,953.00
Product Status Current Product
Approved RAC
Original Product
RAC
Payment #1 Status
$4,683.10 Available
Deposit #1 Deposit Date
$4,953.00 1/26/2018
Prep Fee Deposited
$215.00 $215.00 1/26/12018

15
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Webinar Summary

e The four steps for e-filing in Drake Software are:

Step 1 - Review return for e-File messages
Step 2 - Prepare the transmission File
Step 3 - Transmit the Return

Step 4 - Process Acknowledgements

e |tis recommended to go through all the options found in Setup > Options > EF
tab prior to the start of tax season to ensure e-filing is properly set up.

e Be sure to e-file at least one test return prior to the start of tax season to
verify a successful transmission has occurred.

e To make alterations to the e-file options for a single return, use the EF screen

in return data entry.

e |tis necessary to check for acknowledgements once returns have been e-
filed to ensure you have a complete EF database.

e Use the Online EF Database to view real-time data on e-filed returns and to
run reports on EF data.

16
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e-File Overview
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Presenter Bio

Trent Fouts
Education Specialist
Drake Software

Trent joined Drake Software in 2008. Trent is a native of Franklin, North Carolina.
His background includes over 16 years of customer service, corporate
management, human resources, He has had the opportunity to gain experience in
all of these areas ranging from retail management, hospitality management,
culture-based travel and tourism, and is a Veteran of the United States Army.
Trent has owned a tax practice using Drake Software. He is prepared to assist you
in learning all aspects of Drake software products.
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Presentation Slides
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