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Copyright

Trademarks

The 2013 Drake Software Manual, Drake Tax Software, and any other related materials
are copyrighted material. All rights are reserved by Drake Enterprises, LTD, including all
ownership rights. This document, associated software, and related material are the prop-
erty of Drake Enterprises, LTD.

Drake Enterprises, LTD, hereby authorizes you to download, display, print, and reproduce
the material in this document in an unaltered form only for your personal, non-commercial
use or for non-commercial use within your organization. Copyright, trademark, and other
proprietary notices may not be removed.

© 2013 Drake Enterprises, LTD. All rights reserved.

While every attempt has been made to produce an accurate and complete manual, there is
no warranty, expressed or implied, to that effect. Drake Enterprises, LTD, assumes no lia-
bility for damages or claims resulting from the use of the information contained herein.

The Drake Software Logo and Drake Tax are registered trademarks of Drake
Enterprises, LTD.

Other product names mentioned in this manual may be trademarks or registered
trademarks of their respective companies.
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Quick Reference

Following is contact information for the Internal Revenue Service, Drake’s banking
department and partners, and Drake Support.

IRS Phone Numbers and Websites

Website WWW.IFs.gov
Individual return assistance (800) 829-1040
Business return assistance (800) 829-4933

Exempt organizations, Retirement Plan (877) 829-5500
Administrators, Government Entities

People with hearing impairments (800) 829-4059 (TDD)

e-File application and help (866) 255-0654

Help Desk (U.S./Canada) (800) 876-1715

Help Desk (International) (319) 464-3291

Refund hotline (800) 829-1954

Order forms and publications (800) 829-3676

Social Security Administration (800) 772-1213

Taxpayer Advocate Service (877) 777-4778

Suspected identity-theft victims (800) 908-4490

Register for EFINs www.irs.gov > for Tax Pros > e-Services

> Registration Services

Information on PTINs (877) 613-7846 or
www.irs.gov > for Tax Pros > Registra-
tion & Testing > Register for or renew
your PTIN

N OTE To call, write, or visit the local taxpayer advocate office for your state,
refer to Publication 1546 on the IRS website (www.irs.gov).

To report an individual or company that is not complying with the tax laws, phone, mail,
or visit your local IRS walk-in office.

Phone: From within the U.S.  (800) 829-0433
International callers (215) 516-2000
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Mail:  Send written correspondence to the IRS Service Center where the return was
filed, or complete Form 3949-A and mail it to:

Internal Revenue Service

Fresno, CA 93888

Drake Banking Department
Contact Information for Drake Software’s Banking Department:

* Mail Drake Software
ATTN: RAL Department

235 E. Palmer St.
Franklin, NC 28734

* Phone (828) 524-8020
* Fax (828) 349-5745
* E-Mail RALS@DrakeSoftware.com

Bank Partners

For contact information on Drake’s Banking partners, go to Support. DrakeSoftware.com
and enter your EFIN and password to reach the Support website. From the blue menu bar
on the left, go to Partner Program > Bank Partners and then choose your bank.

Drake Accounting Department
To fax IRS EFIN information to Drake’s Accounting Department: (828) 524-9549.

To fax EFIN validation documents: (828) 349-5733. (See “Validating Your EFIN” on
page 6 for information.)

Contacting Drake Support

E-mail Support — Support@DrakeSoftware.com — Recommended for simpler Drake
Software questions.

Telephone Support — (828) 524-8020 — Recommended for more complicated Drake
Software questions.

Fax Support — (828) 349-5718 — We reply to faxes with faxes, not phone calls
Client Write-Up Telephone Support — (828) 349-5547

Drake Support Hours

December 2, 2013 — April 19, 2014 April 21 — November 29, 2014
Monday — Friday: 8 a.m. — 10 p.m. ET Monday — Friday: 8 a.m. -9 p.m. ET
Saturday: 8 a.m. -6 p.m. ET Saturday: 9 a.m. -5 p.m. ET

2 Tax Year 2013



Drake Software User’s Manual Contacting Drake Support

Other Drake Following are department e-mail addresses at Drake Software:

Support
E-Mail Department Contact

Addresses
Accounting Accounting@DrakeSoftware.com
Education Education@DrakeSoftware.com
e-Filing EF@DrakeSoftware.com
Support (General) Support@DrakeSoftware.com
Support (State-specific) XXstate@DrakeSoftware.com

(Replace XX with state abbreviation)

Conversions Support.DrakeSoftware.com
Client Write-Up Client_wu@DrakeSoftware.com

For more on the many helpful resources provided by Drake Software, see Chapter 10,
“Resources and Support.”
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Introduction

Thank you for choosing Drake Software. The Drake Team has been hard at work through-
out 2013 to help ensure that your firm has a successful, rewarding filing season in 2014.

We appreciate the time you’re taking to familiarize yourself with the Drake Software
Users Manual. Please read the following introduction that includes information on how to
use your manual and describes the software’s new features for tax year 2013.

About Your Drake Software User’s Manual

The electronic Drake Software User’s Manual has been developed for Drake customers to
provide clear, up-to-date, easy-to-find instructions and guidelines for using the software.
Use this manual in conjunction with other Drake resources such as the online and
onscreen help features, tutorials, training, and phone support. Be sure to take advantage of
our extensive index and the “search” feature, both of which will help you locate informa-
tion more efficiently in the 2013 manual.

This manual is also available as a paper manual that can be ordered from the Drake Sup-
port site (Support. DrakeSoftware.com > Training Tools > Manuals).

To keep your manual updated, Drake Software publishes addenda pages as the tax season
progresses. Check Appendix F, Addenda Pages, regularly throughout tax season so you’ll
know which pages in the manual have been updated. Addenda pages are shipped with
each software CD and are available on the Drake Support site.

What’s New in Drake for 2013

Each year, Drake strives to offer the most efficient and comprehensive tax software in the
industry while staying current with the latest technology. Listed here are short descriptions
of some of the more significant changes at Drake, to the software in general, and to the
1040 program for tax year 2013. (Information on what’s new in business and other pack-
ages is also detailed in Chapter 14, “New Features in Other Packages.”)

DrakeHealth Referral Program

DrakeHealth is an incentive-based program that gives you an opportunity to earn revenue
by referring people to affordable health insurance options through eHealth, a Drake part-

ner and the nation’s leading online source of health insurance. eHealth provides a gateway
to more than 180 insurance carriers offering more than 13,000 plans.

You receive a $50 referral fee for each completed application for an eligible plan properly
submitted to and received by eHealth. (The referral fee is for a completed application; it is
not contingent on the purchase of health insurance.) Drake will deposit referral earnings in
your bank account (if you offer bank products) or mail a check directly to you (if you do
not offer bank products).

Tax Year 2013
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You first obtain a custom hyperlink in which a referral ID is embedded, and then place the
hyperlink everywhere you can in front of the public: on your websites, in your e-mail, on
social media networks like Facebook and Twitter, or even on a kiosk in your offices. You
can also send e-mail to your clients through Drake Software (from View mode, click
E-Mail > E-Mail to Client Affordable Care Act (ACA) Assessment) that contains the cus-
tom hyperlink. (For details on e-mailing ACA assessments through View mode, see “ACA
Calculations” on page 224.) When the client accesses the eHealth website through the cus-
tom hyperlink and completes an application, the embedded referral ID automatically gives
you credit for the referral.

For details and this program, go to DrakeHealth.com.

It is Drake’s interpretation of the Section 7216 regulations
that a preparer need not obtain a signed Consent to Use
|MPORTANT before doing an ACA Assessment; however, should the pre-
parer use the information from the assessment to recom-
mend a solution (that is, to refer the client to an online
source such as eHealth), then the preparer should obtain a
Consent to Use prior to performing the assessment.

Validating Your EFIN

Because many Electronic Filing Identification Numbers (EFINs) are compromised each
year to file fraudulent tax returns, the IRS has asked software vendors to validate the EFIN
on all returns processed through their respective processing centers. This includes every
EFIN for which you transmit returns.

The IRS provided us with two ways to validate an EFIN:

® Submit a copy of the authorized e-file provider acceptance letter you received when
you were accepted as an authorized IRS e-file provider.

*  Submit a copy of the IRS e-file application summary retained within IRS e-Services
Online Tools.

To obtain a copy of your application summary from IRS e-Services:

1. To log on to your IRS e-Services account, go to www.irs.gov/for-Tax-Pros and click
the e-Services link.

Choose your organization from the list provided and click Submit.

Click the Application link to access your existing application.

Click the e-File Application link.

Select the existing application link that applies to your organization.

Click the Application Summary link for the area of the application you wish to enter.

NoOoORWN

Click Print Summary at the bottom of the summary presented on the screen.

Submit either the e-file provider acceptance letter or the e-file application summary to
Drake Software:

®  (Preferred) Upload a copy via the EFIN Management tool (See following procedure.)
* E-Malil to efin@drakesoftware.com

* Fax to (828) 349-5733 (Please include your Drake Account Number on the cover
sheet.)
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To confirm your EFIN is registered with Drake:

1. Log in to Support.DrakeSoftware.com.

2. From the blue menu bar, go to My Account > Account Management
3. Log in to the Enterprise Office Manager (EOM)

4. Click the EFIN Management link and follow the steps provided.

If your EFIN or another ERO’s EFIN that you transmit for is not registered, you can regis-
ter each EFIN by sending us a copy of either the e-file provider acceptance letter or the
e-file application summary using one of the methods mentioned above.

Drake Status Page

The Drake Software Status Page at http://www.drakestatus.com (Figure 1-1), displays the
status of all of Drake’s online services, including Support call center and website, e-file, e-
mail, acknowledgments, bank processes, Online EF Database, GruntWorx, SecureFilePro,
Drake Zero, Drake Hosted, Online Filing, and credit card processing.

From the menu bar at the top of the Home window of the tax software, click Help >
Drake Status Page for a link to the Status page.

CURRENT STATUS DETAILS

@ Drake Software Suppert Website Service is operating
normally.

o Drake Software E-file Server Service is operating
normally.

o Drake Software E-mail Server Service is operating
normally.

@  |RS Transmissions and Acknowledgements  Service is operating

normally.

o Bank Processes Service is operating
normally.

@ Sstate Transmissions and Service is operating
Acknowledgements normally.

Q.o-‘-wcmm‘hw_ B, SPTIOG AR AN e
Figure 1-1: Drake Software Status Page
In the event of a change of status with any of Drake’s servers or services, the green check

marks in the Current Status column will be replaced by other informational icons
(Figure 1-2 on page 8).
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9 service 2 Performance @  Service £ Informational
is issues disruption message
operating

normally

Figure 1-2: Informational icons on Drake Status webpage

Audit Protection

A comprehensive audit assistance program is available through Protection Plus. The ser-
vice:

®*  Works with 1040 returns, including Schedules A, C, and E

® Handles ITIN W-7 rejections

®  Assists in getting denied EIC claims funded

®  Offers tax debt relief assistance

* Paysup to $2,500 in penalties, interest, and tax liabilities should a legitimate preparer
error occur.

The audit assistance program costs you nothing. A program adds $39 to the cost of prepar-

ing the return and is added to the client’s bill and fees charged to the taxpayer. The pre-
parer can increase the cost to the taxpayer by a maximum of $60.

For details or to enroll, visit myprotectionplus.com, or look for the link under the Account
Information tab of the blue menu bar of your Enterprise Office Manager. (See “Applying
for a Bank” on page 234 for information on using the EOM.)

See “Audit Protection” on page 106 for information on setting up Protection Plus Audit
Assistance in Drake Software.

Changes to Practice Management Tools

Following are some changes, enhancements, and additions we’ve made to the Drake pro-
gram this year.

ACA Calculators

Effective January 2014, the Affordable Care Act requires all taxpaying U.S. citizens or
legal residents to have at least minimum health insurance coverage. To help you help your
clients understand the costs and tax implications, Drake has included ACA calculators in
the software that will show your clients what their projected tax credit would be, and what
cost noncompliance in the form of a potential tax penalty would be.

Access the ACA calculators from the Miscellaneous tab of the Data Entry Menu (or
type ACA into the selector field and press ENTER). For more information, see “ACA Cal-
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Scheduler

culations” on page 224. To access the calculators online, go to www.DrakeHealth.com.
For details, see “Online ACA Calculators” on page 287.

It is Drake’s interpretation of the Section 7216 regulations
that a preparer need not obtain a signed Consent to Use
|MPORTANT before doing an ACA Assessment; however, should the pre-
parer use the information from the assessment to recom-
mend a solution (that is, to refer the client to an online
source such as eHealth), then the preparer should obtain a
Consent to Use prior to performing the assessment.

Drake’s Scheduler can now communicate with your Windows Outlook calendar and with
Google Calendar so that you won’t have to enter your appointments in two places. Send
appointments made in Drake’s Scheduler to your Outlook calendar or your Google calen-
dar, and pull appointments made in Google Calendar or your Outlook calendar into your
Scheduler.

For more information, see “Scheduler” on page 94.

Letter Editing Options

Drake’s letters program offers more options than ever to help you personalize your client
results letters and bills.

From the Client Communications Editor (go to Setup > Letters), letters can be custom-
ized by:

® (Changing fonts and font sizes * Aligning text left, right, or centered

® Using bold, italics, and underlining ® Adding a border

® Changing margins * Adding and customizing a letterhead

Bills can be personalized by adding a logo, a border, and a customizable letterhead.

For more on using Drake’s letters program, see “Introduction to Letters in Drake” on
page 48 of the Drake Software User’s Manual: Tax Year 2013.

Organizer Checklist

Drake has added an Organizer Checklist to the program. Automatically printed with an
organizer, the checklist offers your clients a quick way to assure themselves they have
gathered the information you need to file accurate and complete tax returns.

While the organizer still imports the client’s tax information from the previous year’s
return, the checklist reminds the client of any new information (this year’s W-2s, 1099s,
K-1s, etc.) they need to gather for this year’s return.

For more on using organizers and proformas in Drake, see “Organizers and Proformas” on
page 90.
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Tax Research

Drake’s new tax research tool provides a way of searching the Internet for answers to most
tax questions. Search several websites at once, including any site you wish to add. The

default list of research sites includes Drake Software and Drake’s Knowledge Base, Tax-
ing Subjects, and 1040.com sites, along with the IRS website. Internet access is required.

To begin a search for tax information, click the Research button on the toolbar of the
Drake Home window (Figure 1-3).

File EF Tools Reports LastYearData Setup Help
- ) r Pl = | — r
e o o= ] | mf B v @)oo A
Calculate Frint Wiew CSH Scheduler Doc Mor Gruntw'ors|  Research Help Exit

N
Prmt;\a’i?\ﬁx Enahle Privacy |_ Persurlal‘cllent Ma?ager .

Open/Create
Recent Returng,.. Key
e b, g i M-S bt A == W*ﬁf

Figure 1-3: Begin your tax research with the new Research button

In the Custom Web Search window (Figure 1-4), enter a keyword (for instance,
“Schedule A, line 21”)and click Search. Any websites listed and selected in the

Search Sites fields are searched and the results are displayed in a browser window.

==

Drake Software Custom Web Search

Drake Custom Web Tax Search
Eegin by entering search keywords. The sites listed below will be searched. Sites may be changed, added
or deleted below. To exclude a site from being searched remove its check mark.

Enter search keywords: |gchgdu\gA line 21|

Search Sites

[+ 1040.com

irs.gov
drakesoftware.com

[¥] taxingsubjects.com
khapp.drakesoftwars.com

Sites to search

Add/Edit Site |

Save Delete

Help Search ‘ Exit |

Figure 1-4: Among the sites searched are Drake’s website, Knowledge Base,
1040.com, and Taxing Subjects

For more information on this feature, see “Tax Research” on page 291.

The Drake Knowledge Base is a searchable database of more than
2,300 articles submitted by clients, programmers, the IRS, and state
revenue departments covering most of the topics that generate support
NOTE questions about Drake’s tax software, Client Write-Up software, Grunt-
Worx, changes in state and federal tax laws, tax-return troubleshooting,
bank products, tax-law research, and other topics related to your tax
practice. For more information on the Drake Knowledge Base, see

“Knowledge Base” on page 273

Changes to General Features

Following are additions and enhancements to the tax software.
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Calculation Results Window

Several new indicators of e-file eligibility are now available in the enhanced Calculation
Results window in all Drake’s tax software packages.

As always, a green check mark is displayed in the EF Status column of the Calculation
Results window (see Figure 1-5) when the default product (Form 1040, Form 1065, Form
11208, etc.) is eligible for e-file, and a red X is displayed when the product has EF mes-
sages keeping it from being e-file-eligible.

New EF indicators have been added to the Calculation Results window to tell you if a
return has already been accepted, if it is being suppressed by an option you chose, if it is
not e-file-eligible because you did not select it for e-file, or if a type of return is not avail-
able for e-file. The status of extensions is displayed for all packages now.

Drake 2013 - Calculation Results - (400-00-6665 - Carter, William & Amelia) (==

Summary | Details |

| Taotal Income | T axable Income | Tatal Tax | Riefund | Balance Due | Paymert Methocﬂ EF Status
Federal 112133 80,433 11,964 a 9,311 Check or CC 0
Form 4868 M M4 15.m7 0 917 Direct Dehit Mot Selected
Form 56 Mia, MAa MAa M, MAs MAg
Form 3465 M/ M M/A [RFES N4 Check or CC Mot Selected
HCD400 112133 53120 2923 0 2923 Check or CC Supprezsed
T P P S~ S e S S S i Sy I P

Figure 1-5: More indicators are now available in the EF Status column

For details on the enhanced Calculation Results window, see “Enhanced Calculation
Results Window” on page 205.

Searchable Selector Field

The selector field, located at the bottom of all Data Entry Menus (Figure 1-6) can now
search for screens by screen code, name, or keyword.

pAD PraparerNioiepad ~
MOTE Motes aboutthe return
FAQ  Freguently Asked Questions

—

=
Q Enter Screen, State, or Search Phrase )

-xﬂh\bh. N i T YT T T e B

Figure 1-6: Searchable selector field

You can still enter a screen code, state abbreviation, or form number in the selector field
and press ENTER to open a particular screen, but for those times when you can’t remember
the screen code or form number or on which tab of the Data Entry Menu the screen is
located, you can now search for the screen with keywords or phrases.

For details, see “Searchable Selector Field” on page 75.

Enhanced Help in 2013

Drake has enhanced its helps this year, giving you more choices, more help, and more
chances to learn. Short, instructional video clips have been added throughout the software,
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Enhanced
Helps

Video Clips

Electronic
Signatures
(e-Sign)

with topics ranging from setup to data entry to e-file to Drake Document Manager, to how
to use the new e-Signature feature. (More videos will be added in the coming weeks.)

We’ve expanded the field and screen help resources, providing links to the Help program,
Drake Knowledge Base, and the Drake Support and Electronic Training Center websites.
Through the Research function, you can now open the Knowledge Base or set up a Web-
based search for answers to your tax questions.

When you access help in Drake 2013, you’re not only given the help you need, but you’re
also given options for learning more about the topic for which you’re seeking help.

For instance, when you click the Help button on the Data Entry Menu toolbar or when
you right-click any menu, data entry screen, or field within a data entry screen, you’re
offered a list of hyperlinks to such helpful items as:

®*  Program Help

* Navigation Help

® Drake’s Support website

* Drake’s Knowledge Base (KB)

® Drake’s e-Training Center

® Help for the field you clicked

® Screen help (if available) for the screen you’re in. (Figure 1-7)

Form 2106 - Employee Business Expenses
TS - L B ‘ J Select Form Type: L -
View Return Ctrl+V
Macros Ctrl+Shift+M
1a R Undo Ctrl+Z 12345 Mileage information (co
2a Pz Reset Field
2o T 18 Vehicle was availa
Cut Shift+Del ’7 hours
4a  Of brm 8820
—_— Copy Ctrl+Ins ’7 19 You oryour spous
I
o Paste Shift+Ins ’7 personal use.........
Delete Del 20 You have evidence
L2 =T »D  Program Help
7a Ot
Select Al Ctrl+A Navigation Help
7o W Support Website
Mileage Flag For Review F2 Drake Software Knowledge Base
=i Remove Flag F4 Drake e-Training Center
11 Date placed in SEMVICE. ..o Help for this Ficld l,\\, =
12 Total mileage for year. e e e
13 Business miles
15 Daily commuting miles. [™ Qualified performing
16  Total commuting miles [~ Fee-based state or |
v .

g A, -_d"---""" B o et s A A ARt I s

Figure 1-7: Right-click in a field to open the new right-click help menu. Above, the
user is selecting the field help for the TS drop list on screen 2106.

For details, see “Data Entry Help” on page 288.

Links to short, instructional video clips have been added to the software. Designed to pro-
vide quick visual help on specific software features, the videos are available on various
setup and data-entry screens throughout the software. (Internet access is required.) More
videos will be added during the year.

Drake’s 2013 tax software supports electronic signature pads that allow taxpayers and tax
preparers to digitally sign bank applications, authorization forms, and consent forms.

12
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The benefits of using the new e-Signature:

® The e-Signature process is fully integrated in Drake and Drake’s Document Manager
(DDM), making it easy to incorporate into your existing work flow.

* A truly paperless process, saving you time and money if you are currently printing
documents for signing and then scanning them back in to the DDM. The documents—
signed and to-be-signed—are stored in the DDM.

® All signatures are securely bound to the documents being signed to create reliable
signed documents that are authentic and tamper-proof.

The e-Signing process takes place in Drake’s View/Print mode.

Go to our online store at http.://drake.computimeonline.com/ for details or to purchase a
the Drake-recommended e-pad.

For details on e-Signature, see “Electronic Signatures” on page 211.

According to the IRS, “EROs may use an electronic signature
pad to have taxpayers sign Forms 8878 and 8879. Taxpayers

|M|Z)O RTANT must be present in the ERO'’s office where the electronic sig-

nature pad is located to sign using the signature pad. The
ERO must retain the forms with the taxpayers’ signatures and
provide a copy to the taxpayer upon request.”

Changes to the Tax Packages

There have been changes to most of the tax packages within Drake Software. Following
are some highlights. For details, be sure to read Chapter 5, “Return Preparation.” and
Chapter 14, “Other Packages.”

Individual (1040) Package

Net
Investment
Income Tax

Additional
Medicare Tax

Changes, additions, and improvements to the 1040 package include the following:

The 3.8 percent Net Investment Income Tax applies to individuals, estates, and trusts that
have certain investment income above certain threshold amounts. Use screen 8960,
located on the Taxes tab, to complete Form 8960, Net Investment Income Tax — Individu-
als, Estates, and Trusts.

The 0.9 percent Additional Medicare Tax applies to an individual’s wages, Railroad
Retirement Tax Act compensation, and self-employment income that exceeds a threshold
amount based on the individual's filing status. Use screen 8959, located on the Taxes tab,
to complete Form 8959, Additional Medicare Tax.

Tax-Exempt Exempt-interest dividends from Form 1099-DIV now have an expanded data-entry sec-
Interest tion at the bottom of the DIV (Dividend Income) screen. State municipal interest can be
Income  entered by amount or percentage.

1099 FAQ A new FAQ provides a list of Forms 1099 and describes where the data from 1099s
should be entered in Drake. The FAQs link is located on the General tab.
Tax Year 2013 13
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Office in
Home

E-Mailing
Form 9325

Ponzi
Losses

File Form
9465 Online

Short- and
Long-Term
Transactions

Fields were added to screen 8829 for using the optional Safe Harbor Method of computing
the amount of deduction being claimed for an office in home.

With this method, only the square footage of the office and the square footage of the home
are entered and the program computes the deduction based on $5 per square foot for a
maximum of 300 square foot (or a maximum of $1,500).

A check box on the EF Selections (EF) screen overrides the selection made in Setup >
Options > EF whether or not to e-mail Form 9325, Acknowledgment and General Infor-
mation for Taxpayers who File Returns Electronically, to the client when the return is eli-
gible for e-file. (The client’s e-mail address must be entered on screen 1 for the client to
receive this e-mail.)

Instead of preparing Appendix A, Statement by Taxpayers to Determine a Theft Loss
Deduction (listed as “2009 20" in View mode and in Tools > Blank Forms), Drake now
generates page 3 of Form 4684, Casualties and Thefts. Data entry is made in Section C of
screen 4684.

To expedite submission and acceptance of Form 9465, Installment Agreement Request, go
to screen 9465 and click the Business Name and EIN link to go to the IRS Online Pay-
ment Agreement Application website. In most cases, eligible taxpayers receive immediate
notification of approval status. Restrictions apply; see details at the website. You can still
fill out the 9465 screen in Drake and e-file the request, or paper-file Form 9465, but the
online application is the quicker and more efficient method of filing.

Lines 1a and 8a of Schedule D have been added to screen D2 for reporting all short-term
and long-term transactions for which basis was reported and for which there are no adjust-
ments.

Open screen D2, and in the Proceeds field of line 1a, enter the total sales price. In the
Cost or other basis field, enter the cost or other basis for all short-term transactions
reported on Form 1099-B for which basis was reported to the IRS and for which you have
no adjustments. Enter information on the long-term transactions on line 8a.

An entry on either line 1a or 8a means you will not be making an entry on screen 8949.

Fiduciary (1041) Package

New Screens

Redesigned
Screens

Tax-Exempt
Interest
Income

Changes and improvements to the 1041 package include the following:

We added new W2, W2G, and 1099R screens (available on the Income tab of the Data
Entry Menu), and a new 8949 screen.

The new Auto Expense Worksheet can be applied to Schedules C, E, and F. The
WK AUTO worksheet is generated for each AUTO screen created.

We standardized the 1041 screens to more closely resemble those in the other packages,
adding F/B (Beneficiary or Fiduciary) drop lists, State (ST) drop lists, and Passive
Activity Number (PAN) boxes, and foreign address fields where appropriate.

Exempt-interest dividends from Form 1099-DIV now have an expanded data-entry sec-
tion at the bottom of the DIV (Dividend Income) screen. State municipal interest can be
entered by amount or percentage.

14
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Office in A check box was added to screen 8829 for using the optional Safe Harbor Method of com-
Home  puting the amount of deduction being claimed for an office in home.

Binary (PDF) Binary, or PDF, files can now be attached to certain tax forms in the Fiduciary package.

Attachments  All such documents are attached through use of the PDF Attachments screen, accessible
from the Electronic Filing section on the General tab of the Data Entry Menu. For
details on attaching documents to tax returns, see the FAQ screen in the 1041 package or
turn to “Binary Attachments” on page 195.

Business Packages

Among the changes to the business packages are a new Account Type drop list on the
Electronic Fund Withdrawal (PMT) screens, more client contact information fields,
highlighting required fields in all the business packages, and more support of foreign
address information in all the business packages.

For businesses changing their accounting method, Form 3115 must be attached as a PDF
for all business return types. We have included an EF message that will automatically gen-
erate the PDF button to appear in the View mode toolbar so that the preparer can attach the
form as a PDF. (For instructions on attaching a PDF to a return, see “Binary Attachments”
on page 194, read the Screen Help or the instructions on any PDF screen, or read the
“Attaching a PDF Document” article on the FAQ screen in any package.)

Account The Account Type drop lists on the Electronic Fund Withdrawal (PMT) screens, for
Type - State differentiating between business and personal bank accounts when paying state taxes by
direct debit. These fields are located at the bottom of the PMT screens.

Contact New e-mail, phone number, and fax number fields for the clients have been added to
Information  screen 1 (Name, Address, General Information) of the business packages. These fields
are for reports only and not included in the e-file record.

Required Fields that require completion before a return is eligible for e-file are highlighted in blue
Fields (Figure 1-8). You can change the colors at Setup > Colors and turn off the warnings at
Setup > Options > Data Entry tab.

Employer information is required for e-file

Name cont.
Street....

U.5.0NLY State ZIP

-

Figure 1-8: Required fields in blue

Sch M-1 A new worksheet was added to the Corporation, S corporation, and Partnership packages.
Worksheet  Worksheets WK_MI1C (for corporation returns), WK_M1S (for S corporation returns),
and WK_MI1P (for partnership returns) explain the adjustments flowing to the M-1 and
M-3.
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Partnership (1065) Package

Rental Real
Estate

Property
Type Drop
List

K1_8825
Worksheet

179A
Allocation
Overrides

SA screen

Specific changes to the 1065 package include the following:

A check box has been added to screen 8825 to indicate the health insurance premiums are
part of the guaranteed payments made to the partners, and that these premiums are claimed
as expenses for rental real estate.

For clients with rental property, Rental real estate drop lists on screens 4797, 8825, K1F,
and K1P indicate how the rental property will be listed on the K1 8825 worksheet. The
names of these drop lists vary: Type of rental real estate property on screen 4797, Type
of property on screen 8825, and the Rental real estate income (loss) on the K1P and
KI1F screens.)

For an amount that flows from screen 4797 and is marked to go to Form 8825, Drake now
breaks it out by property type in “Line 19 4797” column of worksheet K1 8825.

If the information is flowing from screen K1P (a partnership K-1) or screen K1F (a fidu-
ciary K-1), the amount appears in the K1 8825 worksheet in the “Line 20a Pass-thru” col-
umn.

For information entered on screen 4562 (in the If sold section) or on screen 4797 on assets
for which the taxpayer took 179 expense in the current or in prior years, you can override
the calculated amounts that appear on the K1 179 worksheet on the new 179A screen.

For more information, see “179A Allocation Overrides” on page 378.
A change to the SA screen allows you to enter a partner’s allocation based on a percentage

only. You now need list only the partners that are getting an allocation, not every partner in
the partnership, regardless of allocation.

S Corporation (1120S) Package

A new data-entry field on screen 8903 (Domestic Production Activities Deduction)
allows entry of distributions received from a cooperative and reported in box 6 of Form
1099-PATR, Taxable Distributions Received From Cooperatives.

Tax Exempt (990) Package

Gains and
Losses of
Assets

Contractor
Payments

Fundraising
and Games

Specific changes to the 990 package include:

A Term drop list was added to screen SCHS5 for describing property gained or sold as
long-term or short-term for Form 990-PF, Return of Private Foundation, and Form 990-
EZ, Short Form Return of Organization Exempt From Income Tax.

Screen IND, used for entering payments to independent contractors, now includes fields
for entering foreign addresses.

Line 3 of Part 1 of Schedule G, Information Regarding Fundraising or Gaming, was
moved from screen G to screen G2 and expanded to allow inclusion of 30 individual
states and countries in which the organization is registered to solicit contributions or is
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IRS and Tax Law Changes

exempt from registering to solicit contributions. Line 9 of screen G2 was also expanded to
include 30 states.

IRS and Tax Law Changes

New W-2
Require-
ments

Bank
Secrecy Act

Preparer
Regulations

e-File
Mandates

Bonus
Depreciation

Personal
Exemption
Reduced

New taxes and old limits are part of the tax landscape of 2013. The following pages cover
just a few of the IRS changes and requirements for tax year 2013. For a complete list, see
the IRS website (www.irs.gov).

If Form W-2, line 16, “State Wage Amount,” has an amount, then line 15—“State Abbre-
viation Code” and “Employees State ID Number”— is required.

In Drake, open screen W2, and select a state from the drop list on line 15, then enter the
employer’s state ID number in the next field.

Due to new U.S. Treasury Department regulations, all Bank Secrecy Act (BSA) forms
must be completed online. This includes the FBAR, Report of Foreign Bank and Financial
Accounts (also known as Form 90-22.1). In Drake, screen FBAR (or screen 9022) con-
tains a link to the Financial Crimes Enforcement Network’s BSA e-Filing System’s web-
site.
|MPORTANT Allow yourself time to read and understand all the information
available on the BSA website and to register as a BSA e-filer.

Due to the injunction against the IRS concerning the Registered Tax Return Preparer
(RTRP) Competency Test, preparers are not required to pass the RTRP test at this time.
They still must obtain or renew their PTIN annually and pay the annual fee ($64.25 for the
initial registration, $63 in subsequent years). The PTIN renewal period begins each year in
mid-October and all PTINs expire on December 31. Sign up for a PTIN online through the
IRS website (www.irs.gov). From the for Tax Pros tab, click the Register for or renew
your PTIN link under the Registration & Testing section.

The current e-file mandate, phased in over the past two years, now requires tax preparers
who anticipate preparing 11 or more federal individual or trust tax returns during the year
to e-file their returns. This mandate went into effect January, 1, 2012.

You must be an authorized e-file provider to use IRS e-file. To apply to become an e-file
provider, go to the IRS website (www.irs.gov), click the Tax Professionals tab, and follow
the links to set up an e-service “account”.

For the newest state e-file mandates, see “Appendix D: State E-filing Mandates.”

Expires January 1, 2014.

The personal exemption was reduced by 2% for every $2,500 by which the AGI exceeds:

$300,00 (Married Filing Jointly)
$275,000 (Head of Household)
$250,000 (Single)

$150,000 (Married Filing Separately)

Tax Year 2013
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Net
Investment
Income Tax

Additional

Medicare Tax

Itemized
Deduction
for Medical
Expenses

Pease Limit

Adoption
Credit

This new tax goes into effect in 2013. The 3.8 percent Net Investment Income Tax applies
to individuals, estates, and trusts that have certain investment income above certain
threshold amounts. In general, investment income includes, but is not limited to: interest,
dividends, capital gains, rental and royalty income, non-qualified annuities, income from
businesses involved in trading of financial instruments or commodities, and businesses
that are passive activities to the taxpayer.

The thresholds (based on filing status):

* $250,000 (Married Filing Jointly)

e $200,000 (Single)

* $125,000 (Married Filing Separately)
*  $11,950 (Trusts and Estates)

Report this tax on Form 8960, Net Investment Income Tax — Individuals, Estates, and
Trusts.

This new tax goes into effect in 2013. The 0.9 percent Additional Medicare Tax applies to
an individual’s wages, Railroad Retirement Tax Act compensation, and self-employment
income that exceeds a threshold amount based on the individual’s filing status.

The threshold amounts are:

* $250,000 for married taxpayers who file jointly
*  §125,000 for married taxpayers who file separately
* $200,000 for all other taxpayers

An employer is responsible for withholding the Additional Medicare Tax from wages or
compensation it pays to an employee in excess of $200,000 in a calendar year.

Report this new tax on Form 8959, Additional Medicare Tax.

Beginning January 1, 2013, taxpayers can claim deductions for medical expenses not cov-
ered by their health insurance when the expenses reach 10 percent of the taxpayer’s AGI.
There is a temporary exemption from January 1, 2013, to December 31, 2016, for taxpay-
ers age 65 and older and their spouses who can still claim deductions when the expenses
reach 7.5% of their AGL

For taxable years beginning in 2013, if the taxpayer’s AGI is above the threshold (based
on filing status), itemized deductions are reduced by the lesser of 3% of the amount by
which the AGI exceeds the threshold amount, or 80% of the itemized deductions. The
thresholds are:

*  $300,000 (Married Filing Jointly)
* $275,000 (Head of Household)

e $250,000 (Single)

*  $150,000 (Married Filing Single)

For taxable years beginning in 2013, the amount that can be excluded from an employee’s
gross income for an adoption of a child with special needs is $12,970. The maximum
credit allowed for other adoptions is the amount of qualified adoption expenses up to
$12,970. The available adoption credit begins to phase out for taxpayers with modified

18
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AGI of more than $194,580 and is completely phased out for taxpayers with modified
AGTI of $234,580 or more.

Other The 2% reduction in self-employment tax has expired. The rate is back to 15.3%
changes instead of 13.3%.
®* 39.6% top tax rate
* 20% max capital gains tax rate
* AMT exemptions indexed for inflation

Manual Supplements

In early 2014, Drake will publish supplements to this manual. These supplements provide
basic procedures for using Drake’s 1120, 11208, 1065, 990, 1041, and 706 packages. They
will be available through the software (from the Home window, go to Help > Online
Resources) or from Support. DrakeSoftware.com (from the blue men bar, go to Training
Tools > Manuals).

Contacting Drake Support

In addition to the manual, on-screen Help, and online resources, Drake Software offers
unparalleled telephone and e-mail support. See “Contacting Drake Support” on page 2 for
more information on contacting Drake Support.

NOTE The filing deadline for 1040 returns is Monday, April 15, 2014. Note
that Drake’s tax-season support hours are effective through April 20.

For more on the many helpful resources provided by Drake Software, see Chapter 10,
“Resources and Support.”

State and federal tax rules and regulations can change at any
|MPORTANT time. Read the Drake shipment letters and broadcast e-mails

throughout the season to stay up to date on the latest

changes to the software and in the state and federal tax laws.
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Installation & Setup

Read this section before installing your 2013 Drake program.

The initial shipment of the software, sent in early December, includes:

Drake Software CD with all federal packages (1040, 1120, 1120S, 1065, 1041, 990,
706, and 709)

2013 year-end update of Drake’s Client Write-Up (CWU) accounting, payroll, and
accounts payable program. (The 2014 version is released in January.)

Document Manager

Shipment letter

e-Filing software for sending test returns to Drake

Practice returns (See “Note”) and e-filing and banking practice files (PDF)

Drake Software User s Manual: Tax Year 2013 (PDF)

Various informational fliers

Software for state programs, e-filing, banking, the Tax Planner, city tax rates, and forms-
based entry are included in a subsequent shipment in January. Federal and state programs
are updated with each software release thereafter.

Solutions to the practice returns are kept online so that we can make
adjustments when changes to the software affect the solutions. From
the Home window menu bar in Drake go to Help > Online Resources.

NOTE (Internet access is required.) The practice returns and solutions are

kept in the “Practice” folder. You can also find the practice returns and
the solutions at DrakeETC.com (Drake Resources > Practice
Returns) and at Support.DrakeSoftware.com (Training Tools > Prac-
tice Returns> Returns).

Your serial number and Drake customer account number are

|M|Z)O RTANT required for installing the software and subsequent updates.

If you are installing Drake Software from a CD, the number
was included on your packing slip with the CD shipment.

System Requirements

To run Drake Software, your computer’s operating system must be Windows XP or later
and must meet or exceed the following system requirements:

Windows XP/Vista/7/8, Windows Server 2003/2008/2012
Windows XP, Vista and Server 2003: 800 MHz processor or higher, 512 MB of RAM.

Windows 7, 8, Server 2008 and Server 2012: 1 GHz processor or higher, 1 GB of
RAM.

Tax Year 2013
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* All Windows Operating Systems: CD Drive, 200 MB of available hard drive space,
plus 7 MB for each state program, Internet Explorer 7.0 or newer, Internet access.

NOTE

If using Windows Vista or later, you may need to upgrade your Adobe
Acrobat Reader to version 8.0 or later. Version 9.0 may be required if
using the 64-bit version of Windows 7.

To take full advantage of the software’s features, you must have:

* A monitor capable of a resolution of 1024 x 768 or higher
* A Hewlett-Packard (HP) or comparable laser printer

®* High-speed Internet access

* A backup media source (such as an external hard drive, flash drive, CD, etc.)

® A document-feed scanner (Drake supports all TWAIN—compliant flat-bed and docu-
ment-feed scanners for use with the Document Manager.)

NOTE

NOTE

If you do not have Windows XP or newer and want to back up your data
on CD, you must use your own CD burner software—not the Drake

backup tool—to perform the backup.

The preceding specifications are minimum requirements. For best
results, upgrade your system to exceed these requirements.

Installing from CD

Using Windows
Vista? A system
administrator or
user with OS
access must install
your tax software.

Before installing your software, close all open programs on your computer. Table 2-1 out-
lines the installation process for the first and subsequent CD shipments. Note that the Doc-
ument Manager is installed by default. If you don’t want to install the Document Manager,
clear the applicable check box in Step 4.

Table 2-1: CD Installation

Step

First CD Shipment

Subsequent CDs

1

Insert the 2013 Drake CD into the drive.
Wait for the Drake 2013 Software Pro-
grams window to be opened.

Insert the 2013 Drake CD into the drive.
Wait for the Drake 2013 Software Pro-
grams window to be opened.

Click Install Drake 2013 Tax Software.

Click Install Drake 2013 Tax Software.

Read and accept the Drake Software
2013 License Agreement. Click Next.

Read and accept the Drake Software
2013 License Agreement. Click Next.

Note that Install 2013 Drake Tax Soft-
ware is marked by default. (States are
not available on this shipment.) Click
Next.

(Optional: Select Install State Tax Pro-
grams.) Click Next.

Select a drive or select New to install to
a new location. (Optional: Select Install
test returns if you are going to test e-fil-
ing capabilities.)* Click Next.

Select a drive, or select New to install
to a new location. Click Next.
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Table 2-1: CD Installation

Step First CD Shipment Subsequent CDs

6 Enter your account number and the Enter your account number and the
serial number located on your software serial number located on your software
packing slip. Click Next. packing slip. Click Next.

7 If you chose New in step 5, select an Select an installation drive from the list
installation drive and click Next. of available drives. Click Next.

8 Select a cabinet for use with the DDM. If | Select states to install from the States
you choose the Archive Cabinet, select on CD listing. Click Next.
the drive where your DDM files will be
stored. (Working Cabinet files are stored
within the software.) Click Next.

9 Click Install and wait for the Installation | Click Install and wait for the Installa-
Complete window to be displayed. tion Complete window to be displayed.
Installation could take several minutes. Installation could take several minutes.

If a previous version of Drake is detected on your system, the Update Admin Preparer
and Setup Information window is displayed after installation. If you do not want to
update now, click Skip; otherwise, click Next. Click Finish and Exit to close the Drake
2013 Software Programs window.

* Test returns are installed automatically if you are installing to a new location. If a drive
letter is not displayed in Step 5, the software has determined that there is not enough space
on the drive.

Downloading the Software

If you choose to download the software from the Drake Support site rather than installing
it from the CD, follow these steps:

1. Go to Support.DrakeSofiware.com.

2. Enter your EFIN and Drake password.

3. From the Resources Overview page, click Download Center (or from the blue side-
bar menu, select Resources > Download Center).

4. From the Drake Software list on the left side of the Download Center page, select
Drake Software 2013.

5. Read and agree to the License Agreement.
6. Scroll to the bottom of the page and click the Drake Software 2013 link.
7. (Internet Explorer only) When the File Download - Security Warning window is

opened, select Save to save the software to your computer or server.

8. When the download is complete, click Run if using Internet Explorer, or click the
Drakel3_Federal.exe icon, then Run if using Google Chrome, and then click Yes to
begin the installation process.

9. Follow the steps to install the software to the drive of your choice. You will need your
account number and the serial number from your packing slip.

To download state programs, open Drake Software, go to Tools > Install State Programs,
and choose the option to install states from the Internet.

Tax Year 2013
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Initial Login
To open and log in to Drake for the first time:

’ ( &ﬂ 1. Double-click the Drake Software 2013 icon on your desktop.

2. Enter your account number and serial number (printed on your packing slip) in the
appropriate fields of the Software Activation dialog box (see Figure 2-1.)
3. Click OK.

Drake 2013 - Software Activation

_\ To activate your software, enter the Account number and
(' A Serial nurmber provided by Drake Software. You may also
—_{B enter DEMO to activate the evaluation version of Drake
Software

Account Number: ,7
Serial Number: ,— ,— ,— "—

ok | Cancel |

Figure 2-1: Logging in as ADMIN

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 (see
Figure 2-2) indicates that a setup item is complete. A red “X” indicates or a question mark
indicate an incomplete setup item.

Welcome to the Drake Software Setup Assistant
Use the "Required for E-filing Setup" section ta enter setup information for firms, preparers, and
efiling. Each setup screen iz designed to allow for minimal data entry in order to start uging the
zoftware. The checkboxes will let you know if you have the minimum required fields for a
successfiul efiling. To further customize the software, to your needs, use the "Optional Setup”
sechion.

[v Do not show Setup Assistant at program startup.

Required Setup ltems

Completed

E Printers Configure Drake Software's printing options to best suit your
heeds.
E Firms *Y'ou have completed the firm information required for e-filing.

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

ERO ig mizzing some or all of the fields needed for e-filing.
ERD Click the ERD button to complete the needed information.

E Preparers *Y'ou have completed the preparers information required for

efiling. “'ou can add more preparers by going to "Setup >
Preparers."
- R i o] Sadsn osbeemdbt PR Y T Ry e ﬂ""'

Figure 2-2: Setup Assistant

You are not required to use the Setup Assistant. To stop it from opening at program
startup, select Do not show Setup Assistant at program startup. (See Figure 2-2.) Go to
Help > Setup Assistant to return to the Setup Assistant at any time.
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Running Drake on a Network

Your network’s designated server should meet or exceed the system requirements listed on
page 21. As computers are added to the network, RAM and processing speed of the server
and the workstations should be upgraded to improve performance.

Your office’s network must be properly configured for Drake to run cor-
rectly. Drake cannot provide technical support for the network itself.
Consult an IT professional for network setup and support.

NOTE

Single Workstations and Network Options

The location where you install Drake (see step 5 in Table 2-1 on page 22 or step 7 in
“Downloading the Software” on page 23) will be the default location for all current and
prior-year client files and returns, and the default location for such configuration settings
as firm and preparer setup, reports, macros, letters, pricing files, preparer notes, and
schedules. Unless you have files stored in different locations, or you have a unique net-
work setup, it shouldn’t be necessary to make any changes to your data locations.

Administrators have the option of changing these data locations to conform to a particular
network setup. From the Home window, go to Setup > Data Locations.

Drake 2013 - Data Locations - \DRAKELS\CF\CONFIG.13 =5

Data Locations
Select the network shaiing that is appropriate for your office. Drake Software requires certain files be located
on the same computer used to transmit tax retuns. This includes client data files, print files, database files and
transmizsian files.

Location of client folders

Laocation for 2013 client files:  FADRAKETIDT4WHY

FADRAKETZADTHY

Location for 2012 client files:

Drake iz currently running from: F:ADRAKE13% [Metwark Drive]
Metwork Setup

Tax returns are stored here:

|F % [Drake is running from this location) j All available dives are listed

Share settings (letters, pricing, preparer nates, scheduler,
firms, preparers, macros and reports) here:

FADRAKE13% [Drake is running from this location] ﬂ Only drives with Drake installed are listed

Help oK Cancel

Figure 2-3: Network information is entered at Setup > Data Locations

Networks Install Drake to your network’s server or to all workstations of a “peer-to-peer” network.

Table 2-2 shows a comparison of the two network options:

Table 2-2: Comparison of Network Option

Server Only
(Preferred Setup)

All Workstations
(“Peer-to-Peer” Setups)

For firms with a robust network setup

For firms without resources to use a single server

Simplified setup and updates

Updates must be installed to each computer

No need to “stagger” DCN counter

Could be necessary to “stagger” DCN counter
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Server
Networks

Other
Network
Configura-
tions

Once your network has been mapped and Drake is installed on a server, complete the fol-
lowing steps at each workstation:

1. If you are not installing the program on a Windows 8 machine, click Start. (The Start
button is located at the lower-left corner of your screen.)
— (Windows 7) type “RUN” and press ENTER
— (Windows XP and earlier) click Run...
— (Windows 8) move your mouse to the top right of your screen and click Search,

type “RUN”, then click Run

2. Type F: \DRAKEL3\NWCLIENT \NWCLIENT . EXE (substituting your server drive
letter for “F”’) in the Run dialogue box.

3. Click OK.

4. Click OK. The server-only system is now in place.

Once this process has been completed at each workstation that will be using Drake, you
will be able to access the Drake program from any of these workstations.

By default, all workstations use the same configurations (for letters, pricing, firms, prepar-
ers, etc.), as those set up on the server. To use configurations set up elsewhere (for
instance, on each individual workstation):

1. From the Home window in Drake, go to Setup > Data Locations.

2. Inthe Network Setup section of the Data Locations dialog box (Figure 2-3 on
page 25), choose the drive where you’ve made the configuration settings from the
Share settings (letters, pricing...) drop list.

3. Click OK.

By default, all prior-year files are stored on the server. To access prior-year files stored
elsewhere:

1. From the Home window in Drake, go to Setup > Data Locations.

2. In the Location of client folders section of the Data Locations dialog box (Figure 2-
3 on page 25), enter the location where you wish to store and access prior-year files in
the Location for 2012 client files drop list.

3. Click OK.

Some network setups—such as “peer-to-peer” networks—don’t work off an actual server.
Each station runs Drake independently but one computer—a designated “server”— is
used for transmitting returns. For such setups, follow the instructions in “Installing from
CD” on page 22 to install Drake onto each workstation.

Once Drake is installed on all your workstations and your network has been mapped, one
of your workstations should be designated as the “server,” and the other workstations
should link to the “server” in the following manner:

1. From the Home window in Drake, go to Setup > Data Locations to open the Data
Locations dialog box. (See Figure 2-3 on page 25.)

2. Inthe Network Setup section, select the drive of the workstation designated as the
“server” from the Tax returns are stored here drop list.

3. Click OK.
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CAUTION

By default, all workstations using Drake on a “peer-to-peer” network use the configura-
tion files as set up on the individual workstations. To share the same configuration files as
the “server” or some other workstation:

1. From the Home window in Drake, go to Setup > Data Locations.

2. Inthe Network Setup section of the Data Locations dialog box (Figure 2-3 on
page 25), choose the drive letter where you’ve stored the configuration settings from
the Share settings... drop list.

3. Click OK.

By default, all prior-year files are stored on the individual workstations. If your worksta-
tions should share the prior-year files:

1. From the Home window in Drake, go to Setup > Data Locations.

2. In the Location of client folders section of the Data Locations dialog box, enter the
drive letter of the “server” workstation in the Location for 2012 client files drop list.

3. Click OK.

IMPORTANT

Software Setup

All computers on the network must have access to the “server’s”
drive — the drive on which the tax returns are stored and from

which the returns will be e-filed. Map to the “server’s” drive—not
to the Drake13 folder.

All drives properly mapped and with Drake Software installed will
appear in the Tax returns are stored here drop list and the
Share settings... drop list. If the drive of the “server” does not
appear in these lists, consult an IT professional. Drake cannot
provide technical support for the network itself.

Do not change the Data Locations settings during tax season! If a
change is necessary, contact Drake Support.

Perform setup procedures before attempting to prepare or e-file returns. Some setup proce-
dures are required; others are optional.

Table 2-3: Setup Procedures: Required and Optional

Required Setup Procedures Optional Setup Procedures
Firm(s) (See “Firm Setup” on page 28.) Options (See “Setup Options” on page 36.)
ERO (See “ERO Setup” on page 30.) Pricing (See “Pricing Setup” on page 45.)

Preparer(s) (See “Preparer Setup” on page 31.) | Macros (See “Macros Setup” on page 46.)

Data Locations (See “Single Workstations and Letters (See “Letters Setup” on page 51.)

Network Options” on page 25.)

Pay Per Return (PPR clients only; see PPR Colors (See “Color Setup” on page 55.)

manual on CD, from the Home window of the

software at Help > Online Resources, or from | Printing (See “Printing Setup” on page 55.)

the Drake Support website.)
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If you used Drake last year, you can bring forward most required program settings from
your 2012 program. See “Updating Settings” on page 89 for details.

Logging in as an Administrative User

Log in as ADMIN to enter setup information. The administrator can access all tools, func-
tions, and setup routines in Drake Software, including firm, preparer, and security setup,
network setup, the Administrative Options tab of Setup > Options, and tracking infor-
mation on the ADMN screen in data entry. (These features can be made available or
unavailable to non-administrative users. See “Setting Up Preparer Security” on page 32.)

Setting an  An ADMIN password is not required. If your firm chooses to have an ADMIN password,
ADMIN  keep a record of the password. Drake cannot retrieve lost or forgotten login passwords.

Password .
To set a password for the ADMIN account (optional):

1. From the Drake Home window, select Setup > Preparer(s).

Shortcut: Double- 2. Click the Administrator (ADM) row, and then click Edit Preparer.
click the ADM row 3

to edit it In the Login Information section, enter a password in the Password field. A pass-
word can be up to eight characters (alphabetic and/or numeric) and is not case-sensi-
tive.
4. Re-enter the password in the Password (Repeated) field.
5. Click Save, and then click Exit.

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.

To ensure that all information needed for e-filing is entered for a firm,

firms with incomplete information are highlighted in red in the Setup >
NOTE Firm(s) grid. Fields required for e-filing are marked by red text.

With the click of a button, you can now import the information from your

firm’s bank application into the Drake program. (See “Banking Informa-

tion,” below.)

Adding a To add a firm in Firm Setup:
Firm )
From the Drake Home window, go to Setup > Firm(s).

1.
— 2. Click Add to activate the bottom half of the Firm Setup window.
E 3. Enter your firm’s general and banking information. Fields required for e-filing are
indicated by red text.
* General Information — Enter contact and identification information, including
firm name, address, phone and fax numbers, contact name, e-mail address,
Employer Identification Number (EIN), and Electronic Filer’s Identification
Number (EFIN). If the firm is not located in the U.S., enter the province or state,
the country, and the postal code.
— DCNs are no longer assigned to returns IRS purposes and no longer cause
IRS rejects because of duplicate DCNs. DCNs are used, however, for Drake
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Editing Firm
Information

NOTE

tracking purposes, and offices that e-file from multiple non-networked com-
puters can still have DNC conflicts. See the following note.

Offices that use multiple computers that are not networked must “stag-
ger” DCNs to avoid duplication. DCNs should be staggered before any
2013 returns are created. For instructions on staggering DCNs, see
“Staggering DCNs” on page 252.

Non-paid-prep — If the firm is not a paid preparer, enter a non-paid code
here. Acceptable codes are VI (VITA), VT (VITA-T), TE (TCE-X), IP
(IRS—-PREPARED), AND IR (IRS-REVIEWED).

Banking Information — Choose a bank and include add-on fees.

If you’ve completed your online Drake bank application through the Enter-
prise Office Manager (EOM), click Retrieve to import your banking infor-
mation directly from the bank application. (For information on the EOM, see
“Banking Application” on page 234.)

If you choose not to Retrieve your bank information, select a bank and enter
the applicable add-on fee and the name of the person or entity that will
receive the add-on fee. (This name will appear on the client’s “Bank Informa-
tion Sheet,” generated with the return.) For more on available options, see
Table 7-3 on page 236. For more on individual bank selections, see

Chapter 7, “Banking.”

If you signed up for Audit Protection (see “Audit Protection” on page 106 for
more details), mark the Using Audit Protection through Protection Plus
check box on the lower right corner of the Firm Setup window. Enter an
amount from $1 to $60 (inclusive) in the Audit Plus Markup Amount field
if you wish to increase the price charged the taxpayer.

4. Click Save. The program assigns a number to each firm entered in Firm Setup.

NOTES

To view a report of the revenue you’ve earned from the additional (add-
on) fees for e-filing, log in to Support. DrakeSoftware.com and go to My
Account > Bank Application. Log in to the EOM with your EFIN and
Drake password, then, from the blue sidebar menu, click Reporting.

These fees are listed when the returns are funded, not as the returns
are transmitted.

To edit a firm’s information:

1. From Setup > Firm(s), double-click a firm (or select the firm to edit and click Edit
Firm) to activate the bottom half of the Firm Setup window.

2. Edit the firm information. (See “Adding a Firm” on page 28 for information on indi-
vidual fields.)

3. Click Save, and then click Exit to close the Firm Setup window.

Deleting a To delete a firm from Firm Setup:
Firm
1. From Setup > Firm(s), select the firm to delete.
— 2. Click Delete.
E I 3. Click Yes, and then click Exit to close the Firm Setup window.
elele
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Printing @  To print a list of firms entered in the program:

List of Firms . . .
1. From Setup > Firm(s), click Print. The Report Viewer displays the report on the

screen.
2. Inthe Report Viewer, click Print to open the Print ‘Drake Report’ dialog box.
3. Change any print options necessary, and then click Print again.

4. Click Exit, and then click Exit again to close the Firm Setup window.

Print

ERO Setup

An Electronic Return Originator (ERO) must complete ERO Setup in order to e-file
returns, use the Drake e-mail program, download software updates, and access the online
e-filing database. Required fields for e-filers are marked in the program by red text.

To set up your firm as an ERO in Drake:

1. From the Drake Home window, go to Setup > ERO to open the Electronic Filing
Setup dialog box.

2. In the General Information section, enter the account number, EFIN, Drake pass-
word, name, address, ZIP code, and EIN of the ERO. Fields required for e-filers are
marked by red text. (See Figure 2-4.)

Drake 2013 - Electronic Filing Setup - \DRAKELI\CP\CONFIG13 2

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

General Information

Account Mumber. 000000 EFIN: 000000
Drake Password: |
Transmiller Mame: | The Tax Dood Use Firm #1 Info

Transmitter Address [1234 West Main Sreet
City. State, Zip Code: ‘Frank\in, NC 267347001
Federal EIN |5a0000000

Telephone Number: ‘[8281524-8888

Connection Settings
Choose the appropriate settings below:
If hecessary, consult with your technician or contact Drake Support for assistance.

1. % dlways use my existing Intemet connection [DSL/Cable/LAN/Diakup)
2. " Dial whenever an Internet connection is not present
3" Not Recommended: Always launch a new dial-up connection

‘when dialing, use this connection: ’—;|
Franchise/Metwork Information [Admin only)

Master EFIN Fee: Narme: |

Disclosure or Use of Tax Information by Preparers of Returns
Need conset o disclose tax retun
information to this franchisor/network, |

Help Install Dialer oK Cancel

Red reprezents fields needed for a successtul efiling

Figure 2-4: Setup > ERO

Click the Use Firm #1 Info button (Figure 2-4) to import the information
NOTE for the first firm listed in Setup > Firm(s) directly into the General Infor-
mation section of the Electronic Filing Setup window.

3. Under Connection Settings, make a new choice if you wish to change from the
default setting (Always use my existing Internet connection) which works for most
computers. Contact Drake Support if you have trouble connecting to Drake.)

4. Ifyour firm is a franchise or network, complete the Franchise/Network Information
fields. (See “Franchise/Network Requirements” on page 230.)
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Preparer Setup

Adding a
Preparer

ﬁ
@

Fad

To apply for a
PTIN, go online at
www.irs.gov /For-
Tax-Pros and click
Apply for PTIN.

5.

6.

If applicable, enter in the Disclosure or Use of Tax Information field the name of the
franchise or network to which tax information must be disclosed in order to apply for
bank products. (The field facilitates compliance with IRS Regulation 7216; see “Tax
Preparer Requirements” on page 227.)

Click OK.

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 name is added to Preparer Setup, a number is
assigned to that name.

TIP

Include data entry operators in Preparer Setup to (1) track data entry
information and (2) easily set up Front Office preparers in the Scheduler.
(See “Scheduler” on page 94.)

Information entered here determines what preparer information appears on the tax returns.
To add a new preparer in Drake:

1.
2.
3.

From the Drake Home window, go to Setup > Preparer(s).
Click Add to activate the bottom half of the Preparer Setup window.
Enter General Information. Fields required for e-filers are indicated by red text.
Note that a PTIN is required by the IRS.
Enter Login Information. Note that a login name is needed for e-filing and use of a
password is optional.
If applicable, click Registration to enter the preparer’s state registration ID (Califor-
nia, Maryland, New York, Oregon, and Virginia only). Click OK to save.
Indicate Return Signature Options.
* PIN Signature — Enter a five-digit PIN Signature.
® Use PIN for:
— 8879 PIN Signature — Select to activate the 8879 PIN signature.
— Alternative Electronic Signature — Select to automatically fill any field
requiring electronic signature with the preparer’s name. (Do not select the

Alternative Electronic Signature check box if you are planning to use the
“Rubber Stamp” feature of the e-Signature tool.)

®* PDF Rubberstamp — For information on the rubber stamp and electronic signa-
ture features, see “Electronic Signatures” on page 211.

The alternative electronic signature is printed on the “Preparer’s
signature” at the bottom of returns that have not been e-filed and

on returns where the preparer and ERO are different (for exam-
IMPORTANT

7.

ple, if an override field on screen 1 is used). To have the alterna-
tive electronic signature printed on a return that has been e-filed,
you must re-enter this number in the PIN for preparer’s alterna-
tive e-signature field on the PRNT screen for that return.

If applicable, enter the firm’s Republic Bank Identification Number (RBIN).
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8. Enter Power of Attorney information (necessary for Form 2848, Power of Attorney
and Declaration of Representative).

— Preparer Designation — Select the designation under which the preparer is
authorized to practice before the IRS.

— CAF Number — Enter the preparer’s Central Authorization File (CAF)
number assigned by the IRS.

— Jurisdiction — Enter the jurisdiction in which the preparer is authorized to
practice before the IRS. If the preparer is an IRS Enrolled Agent (EA), enter
the EA number here.

9. Enter W-7 Acceptance Agent information for the preparer, if applicable.

10. New for 2013: Select a preferred language. A selection here overrides the global
selection made at Setup > Options > Data Entry tab, Language Options sec-
tion. The default setting is English.

You are now ready to set up preparer security. If you click Save at this point, you will be
reminded that security rights need to be set before the preparer can access any features in
the program. If you choose to close Preparer Setup now, be aware that you will have to
return at some point to set the preparer’s security rights.

If no PTIN has been entered, you will be asked if you want to exit the
NOTE window without entering a PTIN. Click Yes, or click No and enter a
PTIN before saving and exiting. A PTIN is required for e-filing.

To proceed, go to Step 2 in the following section, “Setting Up Preparer Security.”

Setting Up  This feature establishes security settings for an individual preparer. To assign the same
Prepa rer sccurity level to many preparers, the Group Security feature may be a better option. See
Security  “Setting Up Group Security” on page 33 for more information.

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

- To customize security settings for a preparer:
© :
Edit Praparer 1. From Setup > Preparer(s), select a preparer and click Edit Preparer.

2. Select Security > Custom Security.

3. In the Preparer Security Setup window, select a menu, and then select the items to
= M which the preparer should be allowed access. Items left blank will be inaccessible to
P the preparer. (See Figure 2-5 on page 33.)
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File EF Tools Reports Last'Year Data Setup Help |

¥ Open Retun

[~ Cale Menu bar

[~ Print

[V View

[¥ Forms Based Data Enlly

Iv' Quick Estimator Preparer can

open and view
returns, but
cannot
calculate or
print them.
Check &l Uncheck &l
Ty T Y

Figure 2-5: Security setup

4. Click Save. When prompted, click OK. Click Save and Exit to close Preparer

Setup.

Other options available under the Security button are shown in Table 2-4.

Table 2-4: 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.

| . |
RemoveRights

Setting Up
Group
Security

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 individ-
ual employee, set that person’s security to Allow No Options.

Only an administrative user can apply security settings to a group of preparers. You can
create as many security groups as needed, but a preparer can belong to only one security
group at a time. (If you add a preparer to a second group, the preparer is removed from his

or her current group and added to the new one.)

To apply group security:

-y
<«
P
GrowpSecurity

1. From Setup > Preparer(s), click Group Security to open the Group Security dialog
box. Three security levels, listed below and shown in Figure 2-6 on page 34, are avail-
able by default. If preparer data is brought forward from last year and there are prepar-

ers with any of these security levels, they are automatically added to the appropriate

group.

®* Admin — Users with administrative rights; group cannot be deleted

*  Front Office — Front Office rights for non-preparers (Scheduler access only)
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®  Full — Users with full access to everything except administrative features

2. Choose one of the following options:

34 To add a group, click Add Group. Under Security Group General Information
 + | (Figure 2-6), enter a Group ID and a Group Description.
e roup * To edit an existing group, double-click the group row near the top of the Group
Security dialog box (or highlight the group and click Edit Group).

Group |01 Dezcription

Admin (GI0Up £ah & hiric
FRONT OFFICE Front Office used for non-preparers.
FULL Full access to evemthing except special Admin only sections.

Security Group General Information

Group ID Main Office

Group Description ‘Dala enty operators who wark, in teh main office

Security SEllings] Assign Preparers }

File EF Took Reports LastYearData Setup  Help

II; gplen =t Click the meru items to apply
3 security. & checkmark indicates

I” Fint access is allowed. Remave the

[V View checkmark to disallow access.

[ Forms Based Data Enty

[ Quick Estimator

Custom Preparer 5ecurity

A e s AR i Myt i, b

Figure 2-6: Security Group General Information section of Group Security dialog box

3. Under Security Settings, click to mark the boxes representing the features to which
the group should have access. (Accessible features cannot be edited for the Full or
Admin groups.) Click Check All to mark all boxes shown in all menu categories.

4. Under the Assign Preparers tab:

® To add a preparer, select the preparer to be assigned to the group from the Avail-

able Preparers list. (Double-click a name or click the name and click Select.)
To remove a preparer, select the preparer from the Preparers in Security Group
list. (Double-click a name or click the name and click Unselect.)

5. Click Save.

You do not have to assign preparers when creating a group. You may
NOTE assign preparers to a group at any time by returning to the Group
Security dialog box.

To delete a group, select the group’s name and click Delete Group and then Yes. Note that
a group must be empty (must contain no preparers) in order to be deleted.

Group The Group Security feature allows you to view and print two reports related to group secu-
Security  rity settings:
Reports

®  Group Security report — Lists group security settings for each group. Groups are

listed in order of creation, with default groups first.

®  Group Preparers report — List all groups and their assigned preparers.

" Reports are shown in the Report Viewer, from which you can print or export the reports.
_ To access reports, click Print in the Group Security toolbar. The program displays the
Print “Group Security” report first. To access the “Group Preparers” report, click Exit in the

Report Viewer toolbar. Once the “Group Preparers” report is open, click Exit again to
return to the Group Security dialog box.
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Other
Features

[Rm——
Schedule I

Once generated, both reports will be available through the Report Viewer. (From the
Home window, go to Reports > Report Viewer.)

Other features available under Setup > Preparer(s) include the ability to create a pre-
parer’s daily schedule, the ability to print a list of preparers, and the ability to run a search
on preparers. To access these features, use the following procedures.

To create a preparer’s daily schedule:

1. From Setup > Preparer(s), select a preparer and click Edit Preparer.
2. Click Schedule.

3. Select day and “in” and “out” times.

4. Click Apply, and then click Save to save the schedule.

See “Scheduler” on page 94 for more information on using the Drake Scheduler.

To print a list of preparers entered into the program:

1. From Setup > Preparer(s), click Print. The Report Viewer displays the current pre-
parer listing
2. Click Print, and then click Print again.

3. Click Exit to close the Report Viewer. Click Exit again to close the Preparer Setup
dialog box.

See “Report Viewer” on page 334 for more on using the Drake Report Viewer.

To search for preparers entered into the program:

1. From Setup > Preparer(s), click Search.

2. Enter preparer information in the Find Preparer Record box. As you type, the soft-
ware locates (and highlights) the record.

3. Click Close. Click Exit to close the Preparer Setup dialog box.

Pay Per Return Setup (PPR Clients Only)

For information on setting up PPR, see Drake Software User s Manual Supplement: Pay
Per Return (PPR), available on your Drake CD, through the software (from the Home
window in Drake, go to Help > Online Resources) and on the Drake Support site at Sup-
port.DrakeSofiware.com (Training Tools > Manuals).

Data Locations Setup

Data location settings, which manage the locations for data access and storage, are config-
ured when you install the program. To change your settings (ADMIN only), select

Setup > Data Locations from the Home window. For more information, see “Single
Workstations and Network Options™ on page 25.

Directory and path settings should not be changed during tax season.
Changing a drive letter during tax season can cause problems in file

CAUT|DN storage and e-file processing. For details on setting network configu-

rations, see “Single Workstations and Network Options” on page 25.
For assistance, contact your office IT professional or Drake Support.
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Setup Options

Options Setup is
not required for
completing or
e-filing tax returns.

Drake’s tax software is shipped with the most common preferences set as the defaults. Use
Setup Options (accessible by clicking Setup > Options from the Home window) to view
or change the defaults for the various options available. Options are categorized into tabs,
as shown in Figure 2-7. (Only administrative users have the Administrative Options tab.)

Drake 2012 - Setup Options @

Data Entrp
Customize data entiy functionality by indicating your preferences below,

Biling ‘ States | EF ‘ Administrative Dptions |
Data Entry | Calculation & Vieww/FPrint | Form & Schedule Dptions ‘ Optional Documents ‘ Optional ltems on Retun

Language Options (1040 package only)

Select to Turn On

. '-E-Mmﬁ.EWSE@EQLWWHDWE‘E_MEFW— At BN 0 L AEIBEN G AR s attontes e

Figure 2-7: Tabs in Options Setup

Tables from Table 2-5 through Table 2-12 describe the options available on each tab in

Options Setup.

Data Entry  Options under the Data Entry tab are described in Table 2-5.
Options
Table 2-5: Options Setup: 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 1024x768 or smaller.

Disable sizing of data entry screens

Keep preparer from resizing screens. Effective usually for monitor resolu-
tion 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, require wage and withholding amounts
be entered twice on the W2 screen.

Do not restrict minimum font size in
800x600

This is a sizing option for computers using an 800x600 resolution. If this
option is selected, the program will not attempt a font substitution to retain
readability. Text on screens will shrink to fit as needed.
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Table 2-5: Options Setup: Data Entry

Option

Description

Use grid data entry format on avail-
able screens

Type information into a spreadsheet environment, which can result in
faster data entry. This feature is available for the Dependents, INT, DIV,
8949, D, and 4562 screens.

Language Options (1040 package
only)

Choose between English and Spanish for menus, data entry screens, field-
specific help text, and error codes.

Letter case for data entry

Choose between all uppercase letters and mixed case.

Override field indicator

Format override fields in data entry; see “Override & Adjustment Fields” on
page 81.

Adjustment field indicator

Format adjustment fields in data entry; see “Override & Adjustment Fields”
on page 81.

Display warning for missing required
fields

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

Calc & Options under the
View/Print
Options

Table 2-6:

Calculation & View/Print tab are described in Table 2-6.

Options Setup: Calculation & View/Print

Option

Description

Autocalculate tax return when exiting data | Returns are automatically calculated every time you exit the return.

entry

Display client fee on Calculation screen

Allow the fees charged for return preparation to appear on the Calcu-
lation Results window.

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 you go to View mode. When the Data Entry button is clicked in
View mode, the program returns to the data entry screen.

Audible notification of calculation error
messages

When calculating a return, 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 proceed-
ing to View mode.

Number of days to store print files

Select to store print files from 1 to 9 days, or to have them removed
once the return is selected for e-filing. If a return is needed after the
print file is removed, recalculate the return to re-create 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.
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Form &  Options under the Form & Schedule Options tab are described in Table 2-7.

Schedule

Table 2-7: Options Setup: Form & Schedule

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

Produce a depreciation schedule for next year in addition to the one
for this year.

W-2/1099-R forms

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

Print two W-2/1099-Rs per page

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

Carryover worksheet

Produce any carryover worksheets associated with the return.

Print page 2 of Schedule K-1 ...

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

Form 8879 bank account options

Select bank account printing options on Form 8879.

1040A/EZ suppress

Automatically suppress Form 1040A or 1040EZ.

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 items (W-2, W-2G, 1099-M, 1099-R, dividends,
interest, K-1) when the selected number in the drop list is exceeded.
NOTE Many of these settings can be adjusted on a per-return basis. See

“Making Changes on the Fly” on page 60.

Optional Options under the Optional Documents tab are described in Table 2-8.

Documents
Table 2-8: Options Setup: Optional Documents
Option Description

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

Prior year(s) comparison form Produce a comparison sheet containing data from the current-year and prior-
year returns.

Return summary Produce a return summary with every return prepared.

Bill summary Produce a summary of the taxpayer’s bill with each return.
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Table 2-8: Options Setup: Optional Documents

Option

Description

Federal filing instructions

Display detailed federal filing information, including: the date to file, form to be
filed, address to file, and payment amount. The instructions are listed as FILE-
INST.PG in View mode. Printed by default. Clear the check box to disable, or
use the PRNT screen to activate or disable on a single return.

State filing instructions

Display 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). Printed by default. Clear the check box to disable, or use
the PRNT screen to activate or disable on a single return.

Labels

Print a sheet of “mail to” addresses on Avery 5160 labels

Envelope Sheet (address drop
lists)

Choose the size of the envelope on which to print the addresses of the tax-
payer, the IRS Service Center, the state tax department, the city tax office, and
for Forms K-1.

Estimated payment coversheet

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

NELCO hyperlink

Click this link to go to the NELCO website to order such Drake-compatible prod-
ucts as envelopes, IRS forms, and checks.

Letter Options (all packages)

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

Include customized supplemen-
tal letter with returns

Print a customized letter that can be used for various purposes.
(See Table 2-14 on page 50.)

Include K-1 letter with returns

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

Referral Coupons (3 per sheet)

Enter the number of sheets per return or the coupon amount.

NOTE

To override the default letter for an individual client, see “Overriding
Letters Setup” on page 65.

Optional Options under the Optional Items on Return tab are described in Table 2-9.
Items on
Return
Table 2-9: Options Setup: 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
signatures (excluding 1040).
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Table 2-9: Options Setup: Optional Items on Return

Option

Description

Print dates for taxpayer and spouse
signatures (excludes 1040)

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

Taxpayer phone number

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

Third party designee

Select the preparer number of the preparer designated as the third-party des-
ignee to be printed on the main form of the return.

Rounding amounts

Select Dollar or Penny rounding. Dollar rounding is required for e-filing. With
penny rounding, penny amounts are printed on all forms.

Interest and Penalty Calculation

Calculate penalties and interest on returns filed after the due date based on
interest rates entered. For more information, see “Penalty and Interest Calcu-
lation” on page 192.

Billing  Options under the Billing options tab are described in Table 2-10.

Table 2-10: Options Setup: Billing

Option

Description

Print taxpayer’s SSN on the bill

Print the taxpayer's SSN on the bill.

Show preparer fees withheld from
bank product

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

Print taxpayer’s phone number on
the bill

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

Print taxpayer’s e-mail address
on the bill

Print the taxpayer’s e-mail address (entered on screen 1) on the bill.

Sales Tax

Enter the sales tax rate to add to each bill. Number must be greater than 1. For
example, 4.5 would represent a sales tax rate of 4.5%.

Billing statement format

Select from 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
the option 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, and
then write the paragraph in the supplied text box.

States  To select options for state returns, select the States tab, and then select a state abbreviation
from the drop list. When the options are displayed, select to activate or disable them as
desired and click OK. Available options depend on the chosen state. For more on specific
states, see the FAQ screen for each state program.
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E-filing Options under the EF tab are described in Table 2-11. Some can be adjusted for an indi-
vidual return from the EF screen in data entry.

Table 2-11: Options Setup: EF

Option

Description

Auto-generate taxpayer(s) PIN

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

Require ‘Ready for EF’ indicator on
EF screen

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

Lock client data file after EF accep-
tance

Lock the client's data file once it has been e-filed. Opening 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 Maintenance >
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

Prevent e-filing of the federal return.

Print EF status page

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

Alert preparer when bank product is
not included

Alert the preparer via an EF message that a return does not include a bank
product (To override, see “Overriding Bank-Product Alert” on page 255.)

Activate imperfect return election in
data entry

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

Allow selection for EF from the ‘Cal-
culation Results’ screen

Allow 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’

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

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

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

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

Require all preparers to take advantage of Drake’s e-Signature capabilities
For details on these capabilities, see “Electronic Signatures” on page 211.
Override this selection on the EF screen.

Default ERO

Choose a preparer number, Paid Preparer, or None to indicate the ERO
name that should appear on return documents. This choice can be overrid-
den on screen 1 and the PREP screen in data entry.

Check for e-mail during EF transmit/
receive

The program checks for e-mail received every time you transmit returns or
pick up acknowledgments.

Combine EF steps (Select, Transmit,
Post Acks)

Combine all e-filing steps. From EF > Transmit/Receive, click Send/
Receive to transmit selected returns, pick up any new acknowledgments,
and process the acknowledgments in one step.

Transmit return data to Drake for
multi-office web reports

Send Client Status Manager (CSM) data automatically to the Multi-Office
Manager (MOM) during the EF process.
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Table 2-11: Options Setup: EF
Option Description
State EF 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.

Admin. To access the Administrative Options tab, a user must have administrative rights.
Options  Options under the Administrative Options tab are described in Table 2-12.
Table 2-12: Options Setup: Administrative Options
Option Description

Use customized data entry selection
menu

Mark the check box, click the top Customize box, and then select the pack-
age and package type to customize. Click Load Menu. When the Data
Entry Menu is opened, clear the check mark from items to disable them.
Click Save. The selected (unchecked) items will not be visible or accessible
to any user other than those with administrative rights. (See “Locking
Screens” on page 43.)

Customize user-defined data entry
fields

Create option lists for the Miscellaneous Codes fields on screen 1 and the
Adjustments and Payments fields on the BILL screen. For step-by-step
instructions on this feature, see “Customized Drop Lists” on page 43.

Use customized flagged fields on all
returns

Select this box, click Flag, and select a package type. When the Data Entry
Menu is opened, click the desired screen and click each field to flag. Click a
field a second time to clear it. Press EScC to save your changes.

Note: This option is available for federal packages only.

Apply current-year Admin flag set-
tings when updating from prior year

Flags set globally in 2012 are set globally after updating data from Last
Year Data > Update from 2012 to 2013.

Print due diligence documents

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

Require applicable due diligence
screens to be completed

Require that applicable fields on the EIC1, EIC2, EIC3, EIC4 screens be
completed before the return can be e-filed.

Enable logged in preparer’s Per-
sonal Client Manager

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

Display program update availability
to:

Select which preparer groups can view update availability. Selections are
Administrators (users with administrative rights) and All preparers.

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

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

Drake PDF Printer Password
Options

Choose to automatically password-protect any generated PDF documents.
Passwords can be assigned to PDF documents that are sent using the
Drake e-mail program. The default password format is the first four charac-
ters of the client’s name plus the last five digits of the client’s ID. The
Default password drop list includes other format options. These settings
can be overridden during printing from the Print Selection dialog box.
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Table 2-12: Options Setup: Administrative Options

Option

Description

Return Status Notification Programs

Use this option to receive return status notification through TaxPoint or
ABCvoice. Select to generate 7216 consent forms for the customer to sign.
Select to require contact information (phone number and/or e-mail address
on screen 1, or on the ABCV screen (for ABCvoice) or on the CALL screen
(for TaxPoint).

Locking
Screens

Customized
Drop Lists

An administrative user can “lock” selected screens, making them inaccessible to other
users. Selections made here do not apply for users with administrative rights.

1. Go to Setup > Options, Administrative Options.
2. Select Use Customized data entry selection menu.
3. Click Customize.

After loading a menu, click a screen’s check box to lock the screen or to make it visible or
hidden. (Default is “visible.”) Examples are shown in Figure 2-8 and described below the
figure.

[ ADMM Return Tracking
Locked P'CBIL  clientAdjusiments
> I CHK  Return Checking Information

Visible v COMP TaxYear Comparison

. 5 [” ELEC Election Options
Hidden [~ EPAY Integrated File and Pay

W ESUM e-File Summary

I LOSS Worksheet for NOL Carryovers
M LTR  Letter Customization
TG T

Figure 2-8: Locked, Visible, and Hidden screens

* Locked — Menu items with a shaded check mark are not visible or accessible.

®  Visible — Menu items with a black check mark are both visible and accessible.

* Hidden — Menu items with no check mark are not visible but can be accessed using
the selector field.

4. Click Save to save any changes or Cancel to close the menu with no changes saved.

Your firm can create drop lists for the Miscellaneous Codes on screen 1 and the Adjust-

ment and Payment description fields on the BILL screen. Once you have created a drop

list, it appears in the selected field. In Figure 2-9, a drop list has been created for Miscella-
neous Code 1 on screen 1. As shown in the example, Code 1 has the user-defined referral
codes BUSREF (business reference) and WOMREF (word-of-mouth reference).

Wiscellaneous Codes

—

Arrow indicates
drap lists

Code 1

User-defined codes

— (established in Setup >

Options, Administrative
Options

Figure 2-9: Screen 1 drop lists and user-defined miscellaneous codes

To create a drop list like the one in Figure 2-9:

1. From the Home window, select Setup > Options and click the Administrative
Options tab.
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Double-click afield 3.

to select it quickly.

4,

5.
6.

Click the second Customize button (Figure 2-10).

[rata Entry Customization Options

[ Use customized data entry selection menu
Customize user-defined data entry fislds [ Customize
L L s

Figure 2-10: Click Customize to customize user-defined data entry fields

In the Customizable Dropdowns in Data Entry dialog box, select a field and click
Edit. The Customizable Dropdowns - Edit Entries dialog box is opened.

In the fields of the Add Entry section (Figure 2-11), enter a Code (eight or fewer
characters) and a Description (25 or fewer characters).

Selected Entry:

—

|
[ see [ o
(}ﬁd_d Entry: \
Code: [BUSREF

Description: |E usiness refenal

Add
=

SR TSPV TSP i “_r...

Figure 2-11: Enter code and description in the Add Entry fields

Click Add.

Repeat the previous two steps for additional drop list items. When added, items are
displayed in the Entry List on the left side of the dialog box (Figure 2-12).

Entry List:

Code | Deswiption Edit
(EUSREF Business referral

WOMREF ‘ward of mouth refertal Bemave
MNEWSREF Mewspaper ad

RADIOREF  Radio ad Mave U
CARDREF Business Card handout R

teorve Down
Sort Ascending

Sort Descending

OB st i b AN e

Figure 2-12: Entry list of Edit Entries dialog box

The Edit Entries dialog box also offers the following options:

Double-click a item d
to select it quickly.

Changing the order of a listed item — Use the Move Up, Move Down, Sort Ascend-
ing, and Sort Descending buttons to change the order of items in the drop list. (See
Figure 2-12.)

Removing a listed item — Select an item and click Remove. (See Figure 2-12.)

Editing a listed item — Select an item to edit and click Edit. The Selected Entry
fields are activated. Make changes and click Save.

You can also create drop lists for the Adjustments and Payments field

NOTES of the BILL screen.

When viewing a customized drop list in data entry, click F1 to see the
item descriptions.

44

Tax Year 2013



Drake Software User’s Manual Software Setup

Click Save Changes to close the Edit Entries dialog box, then click Exit to return to the
Administrative Options tab. The drop lists are now available in data entry.

Pricing Setup

Use Pricing Setup to enter prices and allow Drake to calculate charges and generate them
on the client’s bill. Prices can be defined for each form and, on some forms, for each item.
You can also enter minimum and maximum charges for a completed return.

NOTE Bank-product fees are established in Setup > Firm(s).

To set up pricing:

1. From the Home window, go to Setup > Pricing.

2. Select a package from the Form box of the Pricing Setup window. All forms for that
package are displayed in the grid below. View items by category by clicking the tabs
at the top of the grid (Figure 2-13).

ST e S PR LT e e £ TR R

- e P, T e e
Category: r Update
@' ‘ Forms | Worksheets | Statements | Per ltem Charges | Misce\laneo@
|
Mumber | Form Mame ‘ Form Description ‘ F'ellleml Per Fnrml Pages | Bl | =

o001 Form 1040HR U.5. Indrvidual Horresident Income T ax Retun H4A 0.00 4
0002 Form 1040 U5, Individual Income Tax Return HAA 0.00 2
0003 Farm 10404 L5 Individual Income Tax Return MAA 0.0 2
0004 Form 1040EZ U5, Indrvidual Income Tax Retun N4A 0.00 1
0005 Form 2210 Underpayment Penalty M8 0.00 2
AngEmameEan 22UF, ao- e Aot E et and R s by o B o, Hp s

e

Figure 2-13: Tabs allow you to view categories of documents that can be priced.

ol

Use the scroll bar
g,qgrff%gg e%%fj%/e_ 4. (Optional) Edit the Form Description. This description is printed on the client bill if
click a form to Include on Bill is selected. Do not edit the Form name.

select it quickly. 5

Select a form in the grid and press ENTER (or double-click the form).

Enter pricing information in the Per item and Per form fields.
®*  When a Per Item entry is not applicable for a form, the field is unavailable.

® If Per Item pricing is allowed, the price entered will apply to a/l instances of the
selected form that are printed for a return. (To view all items for which per-item
pricing is allowed, click the Per Item Charges tab; see Figure 2-13.)

6. Click Update, and then click Save.

Repeat these steps for each form, or set pricing for only the most commonly used forms.
You can price other forms from within the individual returns that require them. (For more
information, see “Overriding the Bill Amount” on page 64.)

Fee Options  The program includes options to add a custom fee and a financial product assistance fee.
Both fees are included in the “Forms” section of the bill.

® Custom fee — The custom fee is charged on all client returns. Use item 0387 in the
Pricing Setup window to assign a fee name, description, and amount.

* Financial product assistance fee — Use this option (item 0212 in Pricing Setup) to
add a charge to all returns that include a bank product. This fee is not included on the
bill if any of the following are true:
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— The firm state is Arkansas, Illinois, Maine, Maryland, or New York (See Program
Help link in Setup > Options, Administrative Options tab.)

— In Setup > Options, Administrative Options tab, the option to charge all tax-
payers the same fees is marked

— In Setup > Pricing, the Include on Bill box is not marked for this fee

Minimum &  To set minimum and maximum fees to be charged for a return:
Maximum o . )
Fees 1. Scroll down to Forms 0255 and 0256 (the minimum and maximum fee settings).

Use the scroll bar
or arrow keys to
find forms.

2. Double-click a row and enter the fee. Repeat for the other form, if desired.
3. Click Update, and then click Save.

NOTE If incorrect charges are generated on bills, check the minimum and

maximum fees to see if the settings are affecting the totals.

Macros Setup

Using
Macros

Creating
New Macros

To view a list of
macros in data
entry, press
CTRL+SHIFT+M.

Macros are a series of commands and functions that allow a combination of keys to
accomplish tasks. Also called shortcut keys, some macros are already available in the pro-
gram; for example, CTRL+V opens View mode. You can edit existing macros or create
new ones to meet your office’s needs.

You can also use macros for data that is used often by your office. For example, if many of
your local clients use Small Town Bank, you can arrange for the program to enter
“Small Town Bank” every time you press a particular key combination.

To insert macro data, place the cursor in the field and press the applicable shortcut key
(macro) combination. To view available macros, press CTRL+SHIFT+M from within a field
to open the Data Entry - Macros window. To insert macro data from the list, select a
macro and click Execute (or double-click the row). The Data Entry - Macros window is
closed automatically.

To create your own macros in Drake:

1. From the Drake Home window, go to Setup > Macros. The Setup Macros dialog
box shows the shortcut keys (Hot Key column) and their associated tasks (Data col-
umn).

2. Double-click a line to open the Edit Macro window and enter a new macro or edit an
existing macro.

3. Inthe Edit Macro pane, construct a simple formula of words and operators that will
enter the data you choose. Symbols for non-character shortcuts are listed in Table 2-
13 on page 47.

4. Click Save.

For instance, to create and use a macro to enter the address 1234 Peachtree Street, Atlanta,
GA 30331, Fulton County, using the keys ATL+L for your macro:

1. From the Drake Home window, go to Setup > Macros.
2. In the Setup Macros window, double click the Alt-L line.
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3. In the Setup Macros - Edit Macro window, enter 1234 Peachtree
Street>>Atlanta>GA>30331>Fulton>>GA

4. Click Save.

5. Go to screen 1 in Drake.

6. Click in the Street address field and press ALT+L.

The macro enters 1234 Peachtree Street for the Street address line, skips

the Apt # field and enters At 1 anta in the City field, enters GA in the State field, enters

30331 in the ZIP code, enters Fulton in the County field, then jumps ahead two

fields and enters GA in the Resident State field.

If a single macro is to allow data entry in multiple fields, use heads-down mode
and right angle brackets (>) to jump to a field.

Tl P Example: The macro EF>#25>X>#~ would open the EF screen (EF>), toggle
heads-down data entry mode to ON (#), enter field 25 (25>), select the box to
Suppress Federal/State EF and all Bank Products (x), toggle heads-down
mode to OFF (#), and save the data and escape the EF screen (~).

“Recording” Click the Record button on the Edit Macro window and you can use key strokes to enter
Macros certain operators when building macros. For instance, click Record and:

®* The ENTER key or the TAB key inserts the “field forward” (>) operator.
®  SHIFT+ENTER or SHIFT+TAB inserts the “field back™ (<) operator.

® ALT+D inserts the “date” ([D]) operator.

® Escinserts the “escape from screen” (~) operator.

®  CTRL+N inserts the “heads-down mode” (#) operator.

The following tables lists all the operators used in building macros:

Table 2-13: Macro Symbols

Symbol Action

< Move cursor back one field. If the (<) symbol is inserted in front of selected data in a macro, the pro-
gram moves the cursor back one field from the active field before inserting the data. If inserted after
the data, the program inserts the data in the active field then moves the cursor back a field.

> Move cursor forward one field. If the (>) symbol is inserted in front of the selected data in a macro, the
program jumps ahead one field from the active field before inserting the data. If inserted after the
selected data, the program inserts the data first, and then moves the cursor forward a field.

~ Escape. If the (~) symbol is inserted after the selected data in a macro, the program inserts the
selected data, saves the data, and exits the screen.

[D] Insert date. If [D] is part of a macro, the program enters the current date into the active field.

# Launch heads-down data entry mode. If the (#) symbol is inserted after the selected data in a macro,
the program enters the data then activates heads-down data entry. To have heads-down closed from
the macro, add a second (#) symbol. (See “Heads-Down Data Entry” on page 85.)
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Table 2-13: Macro Symbols

Symbol

Action

Bypass the Existing Forms List when performing the task set by a macro. Enter an asterisk (*) only
once in any macro, and place it at the beginning of the macro. (When you open a screen that has mul-
tiple records, an Existing Forms List is displayed, and you have the choice of selecting an existing
record or creating a new one. To bypass the New Record option and open the first record listed, enter
the (*) symbol in front of the macro. For example, *C opens the first Schedule C record. To open the
second record, enter a 2 inside brackets ([2]), thus the macro *C[2] opens the second C screen,
*C[3] opens the third, etc.)

[New]

Perform the assigned task on a new record. For example, *C [New] opens a new C screen. The aster-
isk (*) bypasses the Existing Forms list. It must be present for the [New] function to work properly.

[Home]

Return to first field on a screen. If [Home] is inserted into a macro, the cursor moves to the first field
on the screen.

[End]

Move to last field on a screen. If [End] is inserted into a macro, the cursor moves to the last field on
the screen.

[FF:#]

Cursor jumps ahead a prescribed number of fields. For instance, [FF:5] jumps the cursor ahead five
fields. This macro is not compatible with macros that use, or are initiated in, heads-down mode.

[FB:#]

Cursor jumps back a prescribed number of fields. For instance, [FB:5] would jump the cursor back
five fields.

[FJ:#]

Cursor jumps to the prescribed field number. For instance, [FJ:25] would jump the cursor to field #
25. (Obtain field numbers by viewing the screen in heads-down mode. This macro is not compatible
with macros that use or are initiated in heads-down mode.

+

Prevents a macro from clearing a flagged field.

[ PAGEDOWN]

Move to the next screen in a list. For instance, in a return with several W2 screens, Dependents
screens, or 4562 detail screens, press the macro to move from one screen to the next.

[PAGEUP]

Move to the previous screen in a list. For instance, in a return with several W2 screens, Dependents
screens, or 4562 detail screens, press the macro to move from one screen to the next.

[NEXTTAB]

Move from one linked screen to the next linked screen. For instance, for clients who receive a K-1 from
a partnership, press the macro and go from the 1065 K1 13-20 screen to the Basis Worksheet
screen.

[PREVTAB]

Move from a linked screen to the previous one. For instance, for clients who receive a K-1 from a part-
nership, press the macro and go from the Basis Worksheet screen to the 1065 K1 1-12 screen.

Introduction to Letters in Drake

The letters program generates various types of client letters, from engagement letters to
the return’s cover letter. In some cases, letter content is automatically based on data from
the tax return. For example, if a return with a federal balance due has been

e-filed and the client has opted to mail a check to the IRS, the accompanying results letter
will state the balance due amount, provide the e-filing information, and give instructions
for mailing the check.

Because so much of the letters program is automatic, you may not have to edit the letter
templates at all. If you do need to make changes, Drake has provided numerous options
for doing so.
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Before making changes, please continue reading this introduction to ensure that you
understand how the templates and the Client Communications Editor are structured.

To view a list of Rich Text Format (RTF) keyboard shortcuts for letters,

NOTE from the menu bar at the top of the Home window, select Help > Drake
Software Help (or press CTRL+F1). In the Contents tab, double-click
Setup, double-click Letters, then select RTF Guide.

Parts of a A letter in the Client Communications Editor (accessed from Setup > Letters) contains
Letter three categories of letter elements: keywords, text, and conditional paragraphs.

<Current Date> g Keywords

ver N 4 S5 iti
<Taxpayer Name and Addre Conditional

<Greeting First and Last Name>: / Paragraph
<Federal Electronic Filing Paragraph:
Enclosed is your <Current Tax Year> Form <Federal Form Name>, <Federal Form N

prepared from the information provided. Your return will be e-filed with the IRS once
signed Form 8879, IRS e-file Signature Authorization. Text

e gt P g A i . g JpII . -nu-..‘,“___r e e i

Figure 2-14: A letter template consists of keywords, text, and conditional paragraphs.

Keywords appear as red text within angle brackets. A keyword is a description of the type
of text to be generated and added to the letter. For example, the keyword “Current Date” is
at the top of each letter. When a letter is generated, the “Current Date” keyword is
replaced with the current date. (For more on keywords, see Appendix C.)

Text (in black text) is displayed exactly as it will be printed in the output of the letter.

Conditional paragraphs, like keywords, contain angle brackets. Each “paragraph” actu-
ally consists of a starting tag, the conditional text, and an <End Paragraph> tag. Note that
both the starting and ending tags end with the word “Paragraph.”

The enclosed conditional text is printed only if a particular situation applies in that letter.
For example, the conditional paragraph in Figure 2-15 is generated only if the taxpayer
has a balance due, is paper-filing, and has selected not to pay by direct debit.

Text is generated only if this condition applies

|<Federal No Dir Debit (Paper) Paragraph™|

Include your pavment and Form 1040-V with your return. For faster processing and to prevent etrors.
make your check or money order payable to "U_S. Treasury” and write your Social Security Number and
"<Current Tax Year> Form <Federal Form Name>" on the check or money order. To pay vour balance
due by credit card go to www.1040paytax.com.

<End Paragraph>

Figure 2-15: Conditional paragraph

Paragraph Many conditional paragraphs are nested within larger ones. Different nesting levels are
Nesting indicated by different colors. In Figure 2-16 on page 50, the Federal No Dir Debit
(Paper) Paragraph from Figure 2-15 is nested inside the Federal Balance Due Para-
graph. The green and purple text show where each paragraph begins and ends.
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Client
Communica-
tions Editor

<Federal Balance Due Paragraph>

Your federal return reflects a balance due of $<Federal Balance Due>.

<Federal No Dir Debit (Paper) Paragraph>

Include your payment and Form 1040-V with your return. For faster processing and to prevent
errors, make vour check or money order payable to "U.S. Treasury" and write your Social
Security Number and "<Current Tax Year> Form <Federal Form Name>" on the check or money
order. To pay your balance due by credit card, go to www.1040paytax. com.

<End Paragraph>

<End Paragraph>

Figure 2-16: Nested Conditional Paragraph

In this example, the Federal No Dir Debit (Paper) Paragraph is generated only if the
Federal Balance Due Paragraph is generated, and only if applicable for a return.

The Client Communications Editor, accessed from Setup > Letters, is where you can
read, edit, re-write, print, and save the letters contained in the program. You can also add
your company letterhead and logo to the letters. The right pane of the Editor displays the
letter template. The left pane displays, in tree view, the applicable paragraphs and key-
words by category (Figure 2-17). Click [+] to expand a category, or click [-] to contract it.
Hover your pointer over a keyword to view its description.

Letter Outlin KE}'WDldSI

Keywords ————[&- Client Information

Conditional - Federal Retur Paragraphs

Paragraphs F:ederal E stimate Paragraphs

i Federal Estimate Direct Debit Paragraph
Federal Estimate Mo Dir Debit Paragraph
Federal Estimate Paragraph

Federal Overpayment Applied Paragraph
Federal Overpayment Paragraph
skl Fetp Rasiomaaniond, o oo

Expanded
Category View

Figure 2-17: Category tree (left pane of Client Communications Editor)

While the results letters are designed with keywords inserted to handle most situations,
additional keywords are available if you want to further customize the letter.

Available Table 2-14 lists all available letter templates. All letters can be modified using the Client
Letters  Communications Editor. Templates with an asterisk (*) indicate letters that can be gener-
ated individually or in batches separately from the tax return. (See “Letters” on page 316.)
Table 2-14: Available Letter Templates
Letter Template Description

Result Letter

Provides return results for the filed returns; gives info on bank products, estimates,
due dates, mailing instructions, etc., as applicable.

Result - Template

Contains the same keywords and paragraph tags as the results letter, but no pre-
written letter template is provided.

Extension Letter

Explains that an application for extension has been filed.

Amended Letter

Similar to the results letter, but for an amended return.

Estimate Payment
Reminder®

Provides details for making a 2014 estimate payment; individual (1040) package
only.
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Table 2-14: Available Letter Templates

Letter Template

Description

Scheduled Appointment
Reminder*®

Informs prior-year clients of this year’s appointment date and gives instructions for
preparing for the appointment; individual (1040) package only.

Referral Coupon

Offers client a discount for referring another client; individual (1040) package only.

Preseason Letter*®

Reminder to 2012 clients that tax season is coming up; all applicable packages.

Postseason Letter®

Letter thanking 2013 clients for their business; available for all applicable packages.

Customized Supplemental
Letter

Fully customizable template that can be used to create a customer survey, package
or product offering sheet, generic letter, client coupon, etc.

Engagement Letter™®

Standard engagement letter for tax services.

e-File Status Letter™®

Provides 2013 clients with an acknowledgment summary of their e-filed returns;
available for all applicable packages.

Privacy Policy

Generic privacy policy for clients.

K-1 Cover Letter

Cover letter for a shareholder, partner, or fiduciary receiving a Schedule K-1; S corp,
partnership, and fiduciary packages only.

K-1 Amended Letter

Cover letter for a shareholder, partner, or fiduciary receiving a Schedule K-1 that has
been amended; S corp, partnership, and fiduciary packages only.

Grantor Trust Statement

Cover letter for grantor trust statement; fiduciary package only.

Letterhead

New for 2013: Provides customization of letterhead.

Letters Setup

Use the Client Communications Editor (Setup > Letters) to edit letter templates, adjust
margins, add borders, set up the letterhead for letters and client bills, and preview letters.

NEW FOR

2015

Drake’s letters program now offers more options than ever to help you
personalize your Drake-generated letters and client bills, from adding
borders to adjusting margins to customizing your letterhead.

Setting Up Letterhead, Margins, and Borders

To include and customize a letterhead that will appear in your Drake-generated letters and
client bills, and at add a logo, adjust margins, and add a border, follow these steps:

1. From the Home window, go to Setup > Letters to open the Client Communications
Editor.

2. From the toolbar, click Setup > Letterheads, Margins and Borders to open the Let-
terhead, Margins, and Border Setup dialog box. (Figure 2-18 on page 52).
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Customizing
Letterheads

3.

4,

Letterhead # Logo / Margin / Border Setup

Use this screen to specify the presence and location of lago and firm infarmation on letters,
and to adjust the marging of all letters.

Letterhead Options - 8

W Uss letterhead on letters : NEW E:!lt Iz_ellerhe:ad by choosing Fror_n the
Open' drap list in the 'Client Communications

¥ Use letterhead on bill Editor.

Logo [Bitmap] Options

¥ Use logo on letters Top: | 264
W Use lago on kil Left |152—
Browse for bitmap logo:
|C:\Drake1 CFLOGO.BMP Browse
Letter Magins
. Mote: “alues are ininches. For example, enter "2"
Left Margin: |.5 ta set the margin to bwa inches. Enter 5" to
Top Margin: ,1— zet the margin to 1/2 inch
Top Margin - First Page Only [used to adjust first page of
Right Margin: |.5 the LETTER and BILL below the letterhead]
Bottom Margin: [ 75 [i]
Border Dptians

W Uss border on letters
I™ Use border on bil

Help oK Exit

Figure 2-18: The Letterhead, Margin and Borders setup dialog box

Make selections from the Letterhead Options section to have the firm information
printed on the client results letters and clients’ bills.

In the Logo (Bitmap) Options section, select to have a saved logo printed on letters
and bills. Click Browse to locate a saved logo in bitmap format. (The full path and
filename are required. To use the simple default graphic, enter
C:\Drakel3\CF\LOGO.BMP (“C” indicates the drive letter to which the Drake
program is installed. Change if necessary.) Leave blank for no logo.)

In the Letter Margins section, adjust margins of the letter as needed. Entries in the
Top Margin field affect only the first page of a letter or bill. The margins are adjusted
in inches. An entry of 1, for example, adjusts the margin one inch to the right, and an
entry of .5 adjusts it half an inch. Values can also be entered in increments of one-
tenth of an inch. For example, an entry of .1 adjusts the margin one-tenth of an inch to
the right.

The appearance of the margin in the letter template will not change;
however, when a letter is generated with a return, you'll be able to see

NOTES the margin change both in View mode and on the printed letter.

An entry of “0” applies the default margins. Drake does not accept neg-
ative numbers or numbers with two decimal values (such as 1.25).

In the Border Options section, select to use a border around the margins of your let-
ters and bills.

Click OK to return to the Client Communications Editor. Click Save to save your
changes. Click Exit.

To customize the letterhead (change the font and font size, use italics or underline, etc.),
from the toolbar, click Open from the Client Communications Editor’s toolbar, choose a
tax package, then from the drop list, select Letterhead (All packages) (Figure 2-19 on
page 53).
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013 - Client Communicatiens Editer - Letterhead (All Packages)
=
7 - L o 4
Edit Setup Preview Help Exit
Individual Individual Result Letter 201 - (Default)
Corporation Individual Result-Template
S Corporation Individual Result-Template
Partnership Individual Result-Template
Fiduciary Individual Result-Template
Tax Exempt Individual Result-Template
Estate Tax Individual Result-Template
Individual Result-Template
Individual Result-Template
Individual Result-Spanish
Individual Extension
Individual Amended
Individual Scheduled Appointment Reminder
Individual Referral Coupon
Individual Pre-Season Letter for Last Year Clients
Individual Post-Season Letter for This Year Clients
Individual Customized Supplemental Letter
Individual Engagement Letter
Privacy Policy (All Packages)
G_ Letterhead (All Packages) |\, jl
| 3

Figure 2-19: From the toolbar, click Open, choose a tax package, then select Letterhead.

In the pane on the right of the Client Communications Editor window are the keywords
representing the information that will appear at the top of all generated letters and on the
client’s bill. To adjust the font, font size, or position of the items in the letterhead, use the
formatting bar, located just below the toolbar. You can change font, size, weight (bold) and
angle (italics) of the text, underline the text, and align the text left, right, or centered.

To add items to the letterhead:

1. Click the Keywords tab on the left column of the Client Communications Editor.

2. Expand the Prep, Firm and Revenue category by clicking the plus (+) sign.

3. Click your mouse pointer in a position inside the right pane where you want to new
item to appear.

4. From the Keywords list, double-click an item. That item will appear in the letterhead
where you had placed the mouse pointer.

5. Click Save.

To change the information that appears in the letterhead, close the Client
N OTE Communications Editor and return to the Home window, then go to
Setup > Firm.

Letter To edit a letter:
Editing . o . _
Options 1. In the Client Communications Editor, click Open and select a package and letter to
edit. The pane on the right displays the selected template.

The Client ® To edit the letter contents, add, edit, or delete text as you would in a program like
gg%%‘é”égi%%’?fm Microsoft Word. From the formatting bar (beneath the toolbar) specify font prop-
the last letter erties, typeface (bold, italic, underlined), and alignment. Click the buttons to undo
template viewed. and re-do, or to copy, cut, or paste.

® To add a keyword or conditional paragraph to the letter, click the Keywords tab
in the left column. Click your mouse pointer in the letter pane where you want the
new item to go. Double-click a keyword or paragraph from the pane on the left
and the keyword or conditional paragraph selected is added to the letter. To delete
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CTRL+X deletes a
selected item.

Naming a
Template

Press CTRL+N to
quickly access the
Rename Letter

NOTE

NOTE

a keyword or conditional paragraph, select it in the letter template and press
DELETE.

Use the Letter Outline tab to find individual letter paragraphs quickly.

2. Click Save.

The Client Communications Editor does not allow you to save any letter
in which text within angle brackets (in other words, the names of
keywords or conditional paragraphs) has been changed.

Each template has a default name (see Table 2-14 on page 50). To assign a new name:

1. From the Client Communications Editor, click Open and select a letter template.
2. Click Setup > Rename Letter.
3. Enter a new name in the Rename Letter dialog box and click OK.

dialog box.
The new name is displayed in the Client Communications Editor title bar.
Restoring a To restore a template to its original (default) format, open the template and select
Template Setup > Restore Original Letter.
Viewing The preview feature allows you to open View mode and view a sample letter for one of 10
Letters for return types:
Sample
Return ° Ane-filed return with refund

®*  An e-filed return with balance due
* A paper-filed return with refund
® A paper-filed return with balance due
®* An e-filed return with an extension
®*  An e-filed return with an extension and balance due
* A paper-filed return with a refund and an extension
® A paper-filed return with a balance due and an extension
* A paper-filed amended return with a refund
* A paper-filed amended return with a balance due
To access the preview feature, click the Preview button in the toolbar of the Client Com-
munications Editor.

Bringing  To replace a current-year template with a prior-year one:

Forward a . o . ,
Template 1. From the Client Communications Editor, click Open and select the template to
replace.
2. Go to Setup > Update Prior Year Letter and click OK.
3. Select the drive of the Drake program that contains the prior-year letter.
4. Select a prior-year letter.
5. Click Continue.
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6. When prompted, click Yes.

Be sure to read through the replacement letter to ensure that the information is current.

Color Setup

Use the Color Setup feature to tailor Drake screens to meet your firm’s preferences.
If you used Drake last year, consider customizing colors to make your
Tl P 2013 program look different from your 2012 program. If you must open

the 2012 program during tax season, customized colors will help you
avoid entering data into the old program by mistake.

Program To customize program colors:

Colors , .
1. From the Drake Home window, go to Setup > Colors to open the Color Setup dialog
box.
2. Under Program Colors, choose one of the following options:
® Use Windows System Colors — Program screens inherit the color scheme
used by the operating system.
Use Define ® Use Custom Created Colors — The Program text color and Program back-

Custom Colors to

create a new color ground color boxes to the right become available. Click a box to view the

Windows color palette and choose a color.
3. Click OK to save your changes and exit.

Data Entry  To change the color of a specific area in data entry from Setup > Colors:

Colors . , .
1. Click a color box in the Data Entry Colors box to open a Windows color palette.

2. Select a color and click OK.
3. Once all color selections are made, click OK to save your changes.

To restore the original color settings in Setup > Colors, click Restore, and then click OK.

Printing Setup
Use the Printer Setup to:

® Establish the printer to be used with Drake

* Establish “sets”

®  Set up advanced printing options not related to a specific printer
®  Test your printer for HP PCL-5e compliance

Your Windows default printer is designated as the Drake default printer

NOTE when Drake is installed. You do not have to add or set up a printer in
Drake if the printer is already set up in Windows. Printer settings are
carried forward automatically each year.
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TIP

Watermarks can be added on the fly via the Print Selection dialog box
(the box that is opened when you click Print in View mode or Print
mode in Drake). You can opt to print a custom watermark that you
specify (see “Watermark Text” in Table 2-15) or to print “Client Set” or
“Preparer Set” as a watermark.

Editing To edit settings for the printer used for printing tax returns:

Printer
Settings 1. From the Drake Home window, go to Setup > Printing > Printer Setup.
2. Enter setup changes as needed. Details on each tab are provided in Table 2-15.
3. Click Save.
Table 2-15: Printing Setup
Tab Field Description
(F5) General Setup Tray Default is “Main Paper Source.” Change the default setting if
— displays the current you have a multiple-tray printer and will not be printing from the
default printer for Tax Forms, main tray.
Reports, Labels, and - - - -
Checks, and the default set- # Copies Number of copies to print (not available for labels or checks).
ting for tthe Lett:.rmealtli Duplex Directs printer to print duplex. Only forms that are approved for
source tray (which allows duplex will be printed as duplex.
you to print letters from a
printer tray other than the Staple If the printer supports stapling after each print job, select this
tray used for tax returns). option to turn stapling on.
Show dialog Causes the Print dialog box to be opened before each print job.
(F6) ‘Sets’ Setup Tray Default setting is “Main Paper Source.” Change the default set-
— displays the current ting if you have a multiple-tray printer and will not be printing
default printer and the differ- from the main tray.
ent types of sets that can be
printed; see “Printing Printer | Duplex Directs printer to print duplex. Only forms that are approved for
Sets” on page 216. duplex will be printed as duplex.
Duplex all Directs printer to duplex-print all forms (approved or not). (Not
available for sets to be mailed to the IRS or a state.)
Staple If the printer supports stapling after each print job, select this
option to turn stapling on.
Print set Indicates which sets should be available for printing after a
return is calculated.
Watermark Watermarks to be displayed on the Client and Preparer copies,
text respectively. Default settings are “Client Copy” and “Preparer
Copy.”
(F7) Options PCL soft font | Many printers require soft fonts to be downloaded before tax
— used to set up advanced option forms can be printed. Select the desired downloading option.
printing options not related to (Applicable only if PCL is selected on the (F8) Edit Printer Set-
a specific printer. tings tab.) See “Testing Your Printer” following
Classic print For preparers who prefer Basic View (See “Viewing a Return
mode (Enhanced Mode)” on page 208), Drake’s “Classic Print” mode

will be displayed when in Print mode.
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Table 2-15: Printing Setup

Tab

Field

Description

(F8) Edit Printer Settings
— used to edit print settings
for a selected printer and to
test printers for compatibility
with Drake.

Select printer

Select the printer. For printers other than Drake PDF Printer,
the fields listed below are activated. (If you select Drake PDF
Printer, you'll be given the option to launch Adobe after printing
to the Drake PDF Printer.)

Printer type

Select the printer type from the drop list.

DPI override

Change the dots per inch (DPI) setting.

Adjust margin

Select this option if printed forms are running off the lower edge
of the paper.

Check adjust-
ment - vertical

Use this field if text is being printed too high or low on checks.
Enter whole numbers to adjust the printed text 1/4-inch at a
time. Enter 1 to move the type 1/4 inch; 2 to move 1/2 inch,
etc. Positive numbers move the placement down; negative
numbers move the placement up.

Print Method

PCL (Printer Control Language) is supported by most HP laser-
jet printers. If your printer supports PCL, the remaining fields on
the screen will be filled automatically. The Alternate Print
Method (GDI) will produce a good print quality but may be
slower under some conditions.)

Test Printer

Click the Help Me Choose button to see if your printer is HP
PCL-5e compliant. (See “Testing Your Printer” following)

Main paper Select the tray that is to be the main paper source for the
source selected printer.
Alternate Select the paper source to be used when the main paper

paper source

source is not available.

Opt. large
paper source

Select the tray to be used as the optional large paper source.

Manual feed

Select the tray to be used for manual feed.

Testing Your
Printer

There are strict requirements enforced by some government tax agencies for paper pro-
cessing, and your printer must conform to these standards in order to print acceptable

returns. Drake has provided a way for you to print a test page in the preferred Printer
Command Language (PCL) mode to see if your printer is compliant with these standards.

To test your printer from Setup > Printing > Printer Setup, take the following steps:

1. Click the [F8] Edit Printer Settings tab to open the Printer Setup dialog box.
2. Select your printer from the Select printer drop list. This activates the fields below.

3. On the right-center of the Printer Setup dialog box, click Help Me Choose to open
the Printer Test Assistant dialog box.

4. From “Step 2” of the Printer Test Assistant dialog box, click Send Printer Test
Page to the Selected Printer (item #1 in Figure 2-20 on page 58).
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Printing Sets

Drake Software Printer Test Assistant @
Drake Printer Test Assistant

The Preferred Print Method (PCL) requires the printer support the HP PCL-5e printer specification AND the
Avial font. This is due to requirements mandated by state Departments of Revenue

Test Frinters

Step 1: Select a printer:

Step 2 Send atest page to the printer. { 1
( Send Printer Test Page to the Selected Printer ‘

Step 3 Look atthe test page and compare the printer output with the Arial font.

Sample Aral Font { 2

@orm 1040 U.S. Individual Income Tax Returm

Step 4: Does the printer output match the Arial font on the printed Test Page? ( 3
( Yes, it matches ‘ Mo, it does NOT match Mathing printed ’

Help Exit

Figure 2-20: Click Send Printer Test Page... (item #1) to test a printer for PCL compliance

5.

6.

©

Compare the text of the printed page to the Sample Arial Font of the dialog box

(item #2 of Figure 2-20).

Click the appropriate button (item #3 of Figure 2-20):

®*  Yes, it matches — Your printer is PCL-5¢ compliant and meets Arial font
requirements. The software selects the PCL method automatically.

®* No, it does not match — Your printer doesn’t appear to support Arial font and
will use the Alternate Print Method (GDI) to produce acceptable results. (GDI
will produce good print quality but may be slower under some conditions.) Drake
recommends you call your printer manufacturer to determine if Arial font can be
added.

* Nothing printed — Some printers that are not PCL-5e compliant will not accept
the test print. These printers will use the Alternate Print Method (GDI) to produce
acceptable results.

To test another printer, select it from the Step 1: Select a printer drop list and follow

the same steps to test.

When finished, click Exit to close the Printer Test Assistant.

Click Update to save any printer changes. Click OK, then click Save to exit Printer

Setup.

The Printing Sets feature allows you to print multiple sets of returns for different pur-
poses. To define printing sets:

1.
2.
3.

From the Drake Home window, go to Setup > Printing > Printer Setup.

Click the Sets button to open the Copies Per Set dialog box.

Select a category from Form Categories. Your selection determines which forms are
displayed in the grid below.

Double-click a form in the list. The default information for that form fills the text
boxes above.
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5. Inthe boxes under each set name, enter the number of copies of the form to be printed
with each set. For example, to include three Schedule Cs with the Client set, enter 3
under Client.

Enter the number of copies per set below. Yalid Copy amounts are [0 - 9).
Form Mame:| S cheduls C
EF Signature: Est / Ext: Client: Preparer: Federal: K-1:

-
0 0 E| f f 0  Updse |

s endnalile, *--mmhtmlw\ww‘ﬂ b e s,

Figure 2-21: Example: Three copies of Schedule C for client

6. Click Update.
7. Click Save, and then click OK.

Repeat this procedure for other forms as needed.

) Changing  You can make Sets changes on the fly (in other words, without going to Printer Setup), but
Print Sets “Ol"] this will modify settings globally—not just for the active return. In other words, if you
the Fly”  change your Sets settings on the fly, you change the settings for all returns.

To change or add print settings on the fly, complete the following steps while in Enhanced
View mode for a return:

1. Select a form from the directory tree.
2. Select Setup > Form Properties from the toolbar.
3. In the Number of Copies section, edit settings and click Save.

Pricing can also be changed using this option; see “Pricing for a Single
NOTES Return” on page 64.

If using Basic View, access this feature by right-clicking a form in Basic
View and selecting Properties.

Setting a Print  Use this option to view or change the order in which forms are printed.
Order From the Drake Home window, go to Setup > Printing > Printer Setup.

2. Click Set Form Order (at the bottom of the Printer Setup dialog box) to open the
Sort Form Order window.

3. Select a package series and choose a set type. Forms are listed with their order number
in parentheses to the left. Normal (Default) is the established IRS order.

4. To change the sequence in which the forms are printed, click and drag form names
until the forms are listed in the desired order.

5. Click Save.

To back up the print order and restore it to another machine, from the
NOTE Drake Home window go to Tools > File Maintenance > Backup and
choose to back up the setup files.

Document  For details on how to set up and use the Document Manager, see Chapter 13, “Suite Prod-
Manager ycts.”
Setup
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e-Signature

For details on how to set up and use the new e-Signature feature, see “Electronic Signa-
Setup  tures” on page 211.

Making Changes on the Fly

When you make changes “on the fly,” you override program calculations and defaults (set
by either the program or by the preparer in Setup) for the open return. The rest of this
chapter focuses on actions you can take while in data entry to “override” these global set-
tings in an individual (1040) return. Comparable options for other packages (such as the
business packages) are provided in the manual supplements for those packages, available
at Support.DrakeSoftware.com.

Suppressing/Forcing Documents

The PRNT screen allows you to indicate which forms should and should not be generated
for a return, regardless of program calculations and established defaults.

Suppressing Table 2-16 lists items that can be suppressed using the PRNT screen.

Items from
Being
Generated

Table 2-16: Items That Can Be Suppressed from the PRNT Screen
Item Description
1040EZ Prevents Form 1040EZ from being prepared; program prepares either Form

1040 or 1040A instead.

1040A and EZ

Prevents Forms 1040A and 1040EZ from being prepared; program pre-
pares Form 1040 instead.

State short Forces state return to be printed on the state long form.

form

8801 Suppresses printing of Form 8801, Credit for Prior Year Minimum Tax - Indi-
viduals, Estates, and Trusts, if the form is not required. (This form is gener-
ated by default on certain returns that have a credit carryforward.)

WK_PAL Prevents Passive Activity Deduction Worksheet from being prepared. This
worksheet shows how much (if any) the taxpayer is taking in passive activ-
ity loss deductions this year and how much is being carried over.

WK _6251B Suppresses exemption worksheet for Form 6251, Alternative Minimum Tax.

WK179LMT Prevents section 179 Business Income Limit Worksheet from being pre-
pared. This worksheet shows the amount (if any) of section 179 deductions
taken this year and how much is being carried over.

Proforma/ Prevents proforma/organizer for next year from being generated. See

organizer “Organizers and Proformas” on page 90.

The option to print or suppress the 1040A and 1040EZ for all returns (if
applicable) is set at Setup > Options, Form & Schedule Options.

NOTES In the 11208, 1065, and 1041 packages, if the option to print K-1 letters
is selected at Setup > Options, you can go to the PRNT screen to sup-
press the printing of K-1 letters.
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Forcing
Items to Be
Generated

Table 2-17 lists PRNT screen items that can be “forced,” even if the program calculations
and established defaults would otherwise not generate them.

Table 2-17: Items That Can Be Forced from the PRNT Screen

Item Description
Schedule A Schedule A, Itemized Deductions
Schedule B Schedule B, Interest and Dividend Income
Form 4562 Form 4562, Depreciation and Amortization
Form 6198 Form 6198, At-Risk Limitations
Form 6251 Form 6251, Alternative Minimum Tax for Individuals
Form 8582 Form 8582, Passive Activity Loss Limitations
Summary Individual Diagnostic Summary; appears as SUMMARY under Mis-

cellaneous tab in View mode.

Compare Tax return comparison; compares current-year return with returns
from the two prior years and appears as COMPARE under Miscella-
neous tab in View mode. (See “Comparing Data” on page 196 for
more on creating a tax return comparison in Drake.)

WK_SSB Social Security Benefits Worksheet provided by IRS for Forms 1040
and 1040A; allows taxpayer to see if any benefits are taxable.

Next-Year Worksheet showing the depreciation to be carried forward to 2014.
Depreciation List

Overriding Other Setup Options

Envelope
Coversheets

Filing
Instructions

Due
Diligence
Documents

Dates on the
Return

When a return is generated, Drake prints envelope coversheets, if selected, for mailing
with copies of the return to the taxpayer and tax authorities. Default settings for envelope
coversheets are set in Setup > Options, Optional Documents tab. Use the Print Over-
rides section of the PRNT screen to override coversheet options for a single return.

When a return is generated, Drake prints federal and state filing instructions. Default set-
tings are established from Setup > Options, Optional Documents tab. Use the Print
Overrides section of the PRNT screen to override the default and force or suppress the
filing instructions.

EIC due diligence information is entered on screens EIC1, EIC2, EIC3, and EIC4. The
PRNT screen includes options to print EIC due-diligence documents with a selected
return. (These options are set globally from the Administrative Options tab in Setup >
Options.)

A default due date for filing is printed on returns and all letters and filing instructions gen-
erated with a return. Use the PRNT screen to override this default date. These changes
cannot be set globally from Setup.
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Override the default date by entering an alternate due date in the Date to print on returns
or Due date to print on letter and filing instructions ficlds in the Print Overrides sec-
tion of the PRNT screen.

Return By default, the program displays certain indicators (such as “Hurricane Katrina”) on appli-
Indicators cable returns. Use the PRNT screen to force certain indicators to be displayed.

If a return qualifies for special treatment due to a disaster, the

NOTE required literal should be entered in the Disaster designation field.
An entry here will be printed at the top of the main federal form and
will be included in the transmission file for e-filed returns.

State In some circumstances, a state return that normally would not be generated is needed; in
Overrides some cases, a state return that would be generated is not needed. To force state returns to
be generated or to suppress them, use the drop lists in the State Overrides section of the

PRNT screen.

Billing The following global setup options are set from Setup > Options, Billing tab, and can be
Format changed on the fly by using the BILL screen in data entry:

Table 2-18: Billing Options That Can Be Changed on the Fly

Option Choices

Billing Statement Format Total only; Forms and total; Forms, prices, and
total; Bill by time; Charge per form

Custom Paragraph None; Top of bill; Bottom of bill

For more on the BILL screen, see “Overriding the Bill Amount” on page 64.

NOTE Write the custom paragraph for the bill in the Custom Paragraph field
at Setup > Options, Billing tab.

Penalty & The following global setup options are for penalty and interest calculations on late-filed
Inte_rest returns. These are set from Setup > Options, Optional Items on Return tab, and can be
Calculations  changed from within a return from the LATE screen on the Taxes tab:

Table 2-19: Penalty & Interest Options That Can Be Changed on the Fly

Global Setting Available Overrides

Calculation of penalty If the global option is selected, it can be suppressed for a single
and interest on all returns | return. If the global option is not selected, it can be forced for a
single return.

Interest rates Penalty and interest amounts can be entered manually for a sin-
gle return to override program calculations based on updated or
manually entered interest rates in Setup > Options.

For more on the setting up the global option in Options Setup and on using the LATE
screen, see “Features for Late-Filed Returns” on page 192.
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Listing a Different Firm, Preparer, or ERO on a Return

Overriding
Other
Preparer
Information

By default, the program prints the information shown in Table 2-20 on the return.

Table 2-20: Firm, Preparer, and ERO Data That Can Be Changed on the Fly

Making Changes on the Fly

Information Description
Firm Firm associated with Preparer #1 in Setup > Preparer(s)
Preparer Preparer #1 (as entered in Setup > Preparer(s))
ERO ERO selected in Setup > Options, EF tab (default is “Paid Pre-
parer”)

To override any of these defaults for a return, go to screen 1 of the return and select a firm,
preparer number or name, or ERO under Return Options (Figure 2-22).

Retum Options &

FIrm# oo = :I' Estlm!

Preparer# h Overpay)
Data entry # T invoiced®

ERO# *| Fee ouy

Figure 2-22: Setup override fields on screen 1

Be aware of the following information when determining what information is to appear on
the return:

Because both the firm and ERO information is determined by the return’s preparer, a
selection in the Preparer # drop list will cause both the firm and ERO information to
be overridden with the corresponding information associated with the selected pre-
parer.

If, for Preparer #, you select NONE/Self-Prepared Return (No Paid Preparer), or
for Firm #, you have a blank line, nothing will be printed on the applicable lines on
the return. For ERO, the program uses the information entered on the EF tab in Setup
> Options.

Data entered on the PREP (Preparer Information) screen overrides the default data
and the corresponding Return Options selections on screen 1. ERO information is
not affected by PREP screen entries. For more on the PREP screen, see “Overriding
Other Preparer Information,” following.

The Data Entry # field (shown in Figure 2-22) is for tracking purposes only.

A firm or preparer must be entered in Setup > Firm(s) or Setup > Preparer(s) in
order to show up as an option in the override drop lists on screen 1.

The PREP screen in data entry allows you to override the following data for a return:

Third-party designee (See “Third Party Designee” on page 174.)
Federal preparer information (if the preparer is not set up in Preparer Setup)
State preparer information (if the preparer is not set up in Preparer Setup)

If you make an entry in the Federal Preparer Information section of the PREP screen,
the program requires that full override information for both the preparer and the firm also
be entered in this section.
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The PREP screen also includes an option not to print the preparer’s information on the
letter, bill, or summary.

You can now enter state preparer registration information for California,

NOTE Maryland, Minnesota, New York, Oregon, and Virginia on the PREP

screen. You can also enter a firm’s foreign address information in both
the federal and state preparer information sections.

Overriding the Bill Amount

Overriding
the Total

Adjusting
Individual
Amounts

Pricing for a
Single
Return

Right-click a form
and select Setup >
Form Properties
from the right-click
menu.

Standard rates must be established in Pricing Setup, but you can change the billing amount
for a return, either by overriding the total or by adjusting individual amounts.

To override the total amount on a client’s bill, go to screen 1 and enter the desired amount
in the Fee Override field (located in the Return Options section).

Use the BILL screen to adjust individual amounts on a client’s bill. The following items
are added to or subtracted from the bill using the BILL screen:

®*  Write-in Adjustments (or select from user-defined drop lists) such as for coupons and
other discounts and amounts charged for these adjustments

* Balance due from prior years

* Tax Planner fees

® Percentage increases and discounts
® Sales tax percentage

®* Prior Payments

NOTE To create user-defined drop lists for the write-in Adjustments and Pay-

ments screens, see “Customized Drop Lists” on page 43.

You can also indicate the following adjustments from the BILL screen:

® To exclude a charge for the Filing Status Optimization Report. (See “About the MFJ/
MFS Report” on page 83.)
® To adjust the bill as needed for a self-prepared or firm-prepared e-filed return

The BILL screen also allows you to override the date printed on the bill and add a short
note (separate from the custom paragraph) to the bottom of the bill.

To override Pricing Setup and establish prices for a single return:
1. In data entry, click View to access View mode for the return.

2. Click to select a form from the left column, then from the toolbar, go to Setup >
Form Properties. The Properties dialog box is displayed (Figure 2-23 on page 65).
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. 1040 Properties (\DRAKEL3\PR\FED.PER) (55|
1040 Properties
Update the 1040 description, pricing and number of copies on a 'Per Form' basis.
IF the "'Form Information' or “Pricing” is changed. the retum must be recalculated
in order to see the changes.
Individual Income Tax Fietum - 1040
Farm Infarmation Number of Copies
IFaim ULY EF Signature: 1}
Form Description:
L5, Individual Income Tax Returmn Est/Ext 1}
Federal Record #2 Client: 1
Preparer. 1
Pricing Faileh ’7
+ Applyto this retumn € Apply to all retums s !
Form Price: $ .00 State, o
Item Price: % 000 [Mot available] K1 0
W Include on the Bill
Save Cancel

Figure 2-23: Pricing on the fly section of the Properties dialog box

3. Edit the description of the form (if desired) and edit the price listed per form or per
item.

4. Choose to Apply to this return or Apply to all returns. Applying to all returns
changes the pricing file globally (in other words, for all returns).

5. Change number of copies if desired, and then click Save.

You must calculate the return again before you can view your changes on the bill.

Overriding Letters Setup

Default
Results
Letter

Letters options and defaults can be set from both Setup > Options, Optional Documents
tab and Setup > Letters. Use the LTR screen, accessible from the Miscellaneous tab, to
override global options on a per-return basis.

The LTR screen allows you to make the following changes to the letters in a return:

® Have a results letter other than the default letter printed with the return.
* Enter a personalized letter greeting.
® Add a custom paragraph.

In addition, it provides the following options:

®  Force-print a results letter for a paper-filed return or extension application, even if the
return/application is eligible for e-file.

® Force-print a results letter for an e-filed return or extension application, even if the
return/application is ineligible for e-file.

* Force (or suppress) a customized supplemental letter, engagement letter, or privacy
policy letter.

The results letter is the standard letter that is printed with a return. It tells the client that the
return has been prepared from the information provided, states the amount of the refund or
balance due, and provides instructions for mailing the return (if paper-filing). The program
uses Result Letter #1 as the default.
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To change the default letter for a return, go to the LTR screen and select a new letter from
the Letter # drop list. In addition to other results letter templates, you can have the pro-
gram generate a results letter in Spanish (Figure 2-24), an extension letter, or an amended
return letter instead of the program default letter.

LTR - Custom Paragraph for the Letter

Letter # \ ~| This selection overrides any entry in Setup.

Personalizq .,

Individual Result-Template
Individual Result-Template
Individual Result-Template
Individual Result-Template
8 Indiwvidual Result-Template

Individual Result-Template
10 Individual Result-Spanish

Custom pa

[T

Indiwvidual Result Letter #01 - (Default)
Individual Result-Template
Individual Result-Template

e

11 Individual Extension
12 Individual Amended

= ool sttt st P sl i D Bt D gt g wam

Figure 2-24: Selecting the Spanish letter as the default letter for a return (LTR screen)

To change the default letter for all returns, go to the Optional Doc-
NOTE uments tab in Setup > Options and select a template from the
applicable package in the Result Letter section of the dialog box.

Customized The default greeting for all letters is set in Letters Setup. To override the greeting for a
Greeting  return, go to the LTR screen and enter a new greeting in the Personalized letter greeting
text box.

To begin the greeting for the letter with one return with “Dear,” enter the
greeting, along with the name, in the Personalized letter greeting

NOTE field. To have all letters for a package type begin with “Dear” (or another
greeting of your choice), make the change in the actual template in
Setup > Letters.

Adding a To add a custom paragraph to a letter, write the paragraph in the Custom paragraph field
Custom  of the LTR screen. By default, the paragraph is printed at the bottom of the letter.
Paragraph

To have a custom paragraph appear somewhere else within the letter:
1. From the Drake Home window, go to Setup > Letters.
Click Open and select the package and letter to be generated for the client.

2
3. Place the cursor on the line where you want the custom paragraph to appear.
4

Click the plus [+] sign next to Miscellaneous in the tree directory (left column of win-
dow).

5. Double-click the <Paragraph from LTR screen> keyword. The keyword appears in
the letter template.

6. Click Save.

When the return is generated, the letter displays the custom paragraph as directed.

e-File or Ifareturn has an EF message when calculated, the return is considered ineligible for e-file
Paper-file? and the program generates a results letter for a paper-filed return. If the return is consid-
ered eligible for e-file, a letter for an e-filed return is generated. You can override these
defaults for the federal and state tax returns and extension applications.
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Printing
Additional
Letters

To override the defaults, go to the LTR screen and select EF or Paper for the selected
returns (Figure 2-25). To indicate one or more state returns, select state abbreviations from
the drop lists provided. In the Figure 2-25 example, the letter will be worded as if both the
federal and Arizona returns are going to be e-filed—even if the return is not eligible for e-
file.

B S S S S S SO S e .
Override Options
Letter Paragraph Override Setup Options Override
1040 ¥ EF [ Paper
Federal Extension [~ EF [ Paper ¥ [T EF [ Paper ¥ | Customized Supplemental Letter
FederalAmended [~ EF [ Paper >l TEF TP
L e W _=| Engagement Letter

AZ hd W EF [~ Paper >l [T EF [ Paper

| [~ EF [ Paper x [T EF [ Paper ¥ | Privacy Policy

=l [ EF [ Paper =l rer Paper

:" I~ EF [ Paper Tl I EF [ Paper

Figure 2-25: Select EF to force a letter to be printed as if the return is eligible for e-file.

From Setup > Options, Optional Documents tab, you can select to have the customized
supplemental letter, engagement letter, and privacy policy letter printed with all returns.
To override the established defaults for a single return, go to the return’s LTR screen and
select Yes or No for the desired letter types. In Figure 2-25, the user has selected not to
have the engagement letter printed for the client.

In the 1120S, 1065, and 1041 packages, you can print K-1 letters for a

NOTE return by entering the signing information on the LTR screen. This is

necessary only if the global option to print K-1 letters is not selected in
Options Setup.

Overriding EF Setup

The EF screen in data entry allows you to suppress federal and state e-filing on a per-
return basis. (The program default in Setup > Options, EF tab is that all eligible forms
will be e-filed.) For more information on the EF screen, see “EF Override Options in Data
Entry” on page 253.
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3 Basics

To open the 2013 program, double-click the Drake 2013 icon on your desktop. The Login
’ f_- ; window displays the Preparer Login box (Figure 3-1), system and drive information, and
the current date.

Logging In and Out

Log in using the Preparer Login box on the Drake Login window (Figure 3-1). Enter a
Preparer ID and Password (if one has been designated) and click Login to open the
Drake Home window (see Figure 3-2 on page 70).

Preparer Lagin

Preparer [D:
Pazzwaord:

Login

Figure 3-1: Preparer Login box on Drake login window

If logging in for the first time after installation, enter your

|MPORTANT account number and serial number (printed on your packing
slip) in the appropriate fields of the Software Activation dialog
box.

To log out without closing the program, click File > Logout Preparer from the Home
window. To close the program, click Exit, then Yes (or click the red X in the upper right
corner).

The Home Window

The Drake Home window (Figure 3-2 on page 70) has the following features:

®* Menu bar and toolbar — (items 1 and 2 in Figure 3-2 on page 70) These tools allow
you to accomplish tasks in the program.

®* Recent Returns — (item 3 in Figure 3-2 on page 70) Lists the last nine returns
opened in the program.

* Appointments — (item 4 in Figure 3-2 on page 70) Shows the preparer’s schedule
and provides a link to turn appointment reminders on and off.

® Notifications — (item 5 in Figure 3-2 on page 70) Lists e-mail messages that must be
downloaded, updates that must be installed, and acknowledgments that must be pro-
cessed; lets you know if your program is up to date. Information on pending and com-
pleted GruntWorx jobs will also appear in the Notifications section.

® Status bar — (item 6 in Figure 3-2 on page 70) Provides system information.

Tax Year 2013 69



The Home Window Drake Software User’s Manual

* Personal Client Manager (PCM) — (item 7 in Figure 3-2) This is a personalized
version of the Client Status Manager; see “Personal Client Manager,” following, for
more information.

* Enable Privacy — Hides the recent return list, the PCM, and the preparer notes.
(Click Disable Privacy to view the list again.)

® Preparer Notes — (item 8 in Figure 3-2) Use this section to write brief notes,
reminders, to-do lists, etc. Notes are visible only to the preparer who wrote them. (In
other words, one preparer’s notes will not show up on another preparer’s Home win-
dow.) Notes remain in this section until they are deleted. (These notes are different
from the Preparer Notepad. See “Preparer Notepad” on page 199 for details.)
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Install Now /)

Version: P1.123.2013.0 |Drive C

Update status:

©)

Prep: DOOD 10-24-2013 | Appointment Reminders are off

Figure 3-2: Drake Home window

Personal Client Manager

The Personal Client Manager (PCM) allows a logged-in preparer to manage client returns
more easily by providing a personalized version of the Client Status Manager (CSM). Cli-
ent records can be sorted by name, return type, status, date the return was started or com-
pleted, date of last change, transmission date, acknowledgment code or date, and phone
number. To sort records, click a column header.

The PCM operates much the same as the CSM. For specific instruc-
tions on using these tools, see Chapter 9, “Client Status Manager.”

NOTE

Activating To activate the PCM for logged-in preparers, an administrative user must go to Setup >
the PCM  Options, Administrative Options tab and select the Enable logged in preparer’s Per-
sonal Client Manager box (located under Main Dialog Options).
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General Navigation

You can use both the mouse and the keyboard for navigating within the software.

® Left button (mouse) — Move the pointer over an item and click the left mouse button
to select that item. When this manual instructs you to “click” or “double-click” an
item on the screen, use the left button on the mouse.

* Right button (mouse) — While in data entry, right-click the mouse anywhere on the
screen to display a menu of common program functions. Right-click a specific field to
view the return in View mode, use macros, undo an entry, reset the field, cut, copy,
paste, delete, add worksheets, use the calculator, view help for that field, or flag the
field for later review.

® Shortcut keys (keyboard) — Use shortcut keys to perform tasks from the Home
window without using the mouse. Press ALT to display the underlined shortcut key
and press the desired shortcut key. For example, from the Home window, you can
press ALT, F, O (F for File, O for Open) to open the Open/Create a New Return dia-
log box, or ALT, L, O (L for Last Year Data, O for Organizers) to open the Organizer
Client Selection dialog box. (Figure 3-3)

'@ Drake 2013 Tax Software
File EF Tools Reports Setup Help
g Organizers
£ Proformas
Update Clients 2012 to 2013
Build EIN/Name from 2012
Update Settings 2012 to 2013 |

Open/Create Calculate

Recent Returns...

S e

Figure 3-3: Underlined shortcut keys in menu bar of Home window

* Key combinations — Use key combinations as another way to perform tasks without
using the mouse. They are written as two or more key names connected by a plus (+)
sign. Press and hold down one key, and then press a second key. Key combinations are
shown to the right of each menu item (Figure 3-4).

D Drake 2013 Tax Software
EF Tools Reports LastYear Data  Setu,
- Ctrl+0
Ctrl+C
Ctrl+P
Ctrl+V
Ctrl+E
Ctrl+Q

Esc

Open/Create Returns

Caleulate

Print

View

Forms Based Data Entry
Quick Estimator

Exit

Legout Preparer

Figure 3-4: Key combinations

Screen Hyperlinks

Hyperlinks in data entry allow easier, quicker data entry. Hyperlinks are available in all
packages and fall into two categories: links and screen tabs.

Links  Use links to move quickly from one screen to a related screen without having to return to
the Data Entry Menu. The example in Figure 3-5 on page 72 shows that Foreign
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Employer Compensation screen, the INT screen, the DIV screen, and the 1099-G screen
can be directly accessed from the Income screen (screen 3).

Form 1040 - Income (
Flost e e [ LY
Description Taxpayer ?
7  Taxable scholarships not reported on W-2 7
7 Other income reported on line 7 (MOT W-2 wages) 7 :
™ Household income [ Prisonerincome (Foreign Employer Compensation 2
8a |Interestincome (MO Schedule B required) ,!EI 8a ‘
8b Tax-exemptinterest (NO Schedule B required) &b -
9 Dividend income (NO Schedule B required) @D <
10  Taxable refunds:
State taxes ((Form 99G Jo +- +
SR e ST SR STy GRS SRR SEWEY e o e PN e ee—m——m

Figure 3-5: Links from the Income screen

Federal-to-state links serve as shortcuts to related state screens. For example, the state
links on screen 2 (Dependents) are to those state screens that accept child and dependent
care expense deductions. State links are located in a State Information section at the
upper-right corner of a screen (Figure 3-6).

Soeen HEIp| '?”E”E‘

i

¢ “State Information

5 (AR LA NYEIC NY-272 PA
3

[

4 Months Date of
ey

Figure 3-6: Example of a State Information section for federal-to-state links

Screen Tabs  Screen tabs allow you to organize multiple instances of the same form and their associated
worksheets. For instance, in Drake’s 1040 package, the K1P, K18, and K1F screens con-
tain tabs to associate the K-1 screens (Schedule K-1 requires two screens in Drake), the
two sections of the basis worksheet, and two 6198 at-rink limit worksheets with a particu-
lar K-1 issued to the taxpayer. For a new K-1, press PAGE DOWN.

Drake 2013 - Data Entry (423000005 - Stark, Arya) Soe:
@65 K1 112 1085 K1 13-20 Basis Waorksheet Basis Warksheet continued 6198 At Risk 6198 At R\skcuntmue@
Schedule K-1 for 1065
s t=l ¢ [ sl ey | T
Partnership EIN. 22-2222222
Parnership name [wancy's meedlework

For state use only

Street address |1234 West Main Street
City. |Frankiin
U.S. ONLY State, ZIP e = fasrss
Foreign ONLY ProviStale, Country, Postal Code.. | =Click to Access= | JE2 |
N T T T % T et "'"‘“-f T T T T T S Y e e S Y _‘_r..-l*—-'—‘-‘a-.——\.p

Figure 3-7: Tabs on the K1P screen for an individual (1040) return

Creating and Opening Returns

When you enter an ID number (SSN or EIN), the software searches both current- and
prior-year files. If it finds a client record in the prior-year files only, you are given the
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opportunity to update the record from the previous year into this year’s program. (See
“Updating Client Files” on page 87 to perform an update.)

Creating a Return
To create a return in Drake:

From the Home window, click Open/Create (or ALT, F, O).
In the Open/Create a New Return box, enter the client’s ID number.
Click OK.

Click Yes when asked if you want to create a new return.

|

Open/Create

In the New Return dialog box, select the return type.
Enter the client’s name.

NogahkwON=

Click OK. Data entry screen 1 for the new return is displayed.

NOTE You may be required to verify the ID number for a new return. Verifica-
tion is required for all Pay Per Return (PPR) clients.

Opening a Return

Recentlyaccessed  To open an existing return in Drake:
returns can be

selected from the 1. From the Home window, click Open/Create. The Open/Create a New Return dia-
Recent Returns .. .

list in the Home log box is displayed (Figure 3-8 on page 74).

window. 2. Perform one of the following tasks:

®  Enter the ID number of the return (item 1 in Figure 3-8 on page 74).

® Select one of the last nine returns opened (item 2 in Figure 3-8 on page 74). Click
a row to select a return.

® Select a return type (item 3 in Figure 3-8 on page 74). Returns are displayed in
the grid to the left. Click a row to select a return.
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Drake 2013 - Open / Create a New Return @
Enter a 55N or EIN to open an existing return or to create a new return.

Search: To search for a return, enter a primary taspaver's last name o a business entity name
and press the Enter key or click OK. The closest match will be selected automatically. Marrow

yaur zearch by selecting the desiled%urrﬁchAGE TY¥PE on the right of this screen.
ame ETIN |  Last |9~

FAT'S PARTNERSHIP 10551 0651 o &Gt
ESS BEE ESS 400001120

RICHARD, MOBY 248220468 1040
CHAUCER, GEOFFERY 400003030 ~ 1920
SAWYER, TOM 400000000

CARTER, WILLIAM & AMELI 4000066ES © 11203
FRED'S FID 104110411 1065
SEAY'S TRUCKING 120112

CRATES, PLATO (2 45445445 : 19231

706

Help ok | Cancel |

Figure 3-8: Open/Create a New Return dialog box

3. Click OK. The Data Entry Menu is opened for the selected return.

Returns are prepared in data-entry mode. Access data-entry screens from the Data Entry
Menu. (See Figure 3-9 on page 75.) When in data entry, press ESC to save your data, exit
the open screen, and return to the Data Entry Menu. Pressing ESC from the Data Entry
Menu returns you to the Home window (Figure 3-2 on page 70). While in data entry, you
can use the TAB key, and the Up ARROW and DOWN ARROW keys to move from field to
field, and the PAGE UP and PAGE DOWN keys to move from screen to screen.

Data Entry Menu

The Data Entry Menu (Figure 3-9 on page 75) is displayed when you open a return. It
consists of a toolbar, tabs, screen codes and names, the selector field, and the status bar.

74
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L Toolbar: Perform tasks and
access program features

Tabs: Access data entry

screens by category

™~ Data entry screens: Click

a screen name to open it.

Screen codes: Each screen

has a unique code.

Selector field: Enter a
L— screen code or keyword to
search or open a screen

Drake 2013 - Data Entry (400001111 - Silver, John)

o~ Pl &

E QA =2 4 . W | b % s @
Calculate View PFrint Split Doc Mar Tar Planner Impork C5M Email Help Exit
Genera |Inc0me | Adjustments | Credits | Credits | Taxes | Other Forms | Miscellansous | States | e
ame and Ad A Itemized Deductions Schedule
2 Dependents STAX  Sales Tax Worksheet
3 Income 2106 Employee Business Expense
4 Adjustments Earned Income Credit
5 Payments 8867 EIC - Paid Preparer's Checklist ‘
ES Estimated Taxes EIC1  EIC Due Diligence - Qualifying Child - T
2441 Child Care Credit EIC2 EIC Due Diligence - Income
EIC3  EIC Due Diligence - Head of Household
w2 Wages EIC4 EIC Due Diligence - Additional Notes |
W2G  Gambling Income o
1099 1099-R Retirement actronic Filing and Banking =
DIV 1089-DIV Dividend Income ECOLY e-Collect ERC Information
INT 1099-INT InterestIncome Consentto Use of Tax Return Info
99G  1099-G Government Payments nsentto Disclosure of Tax Return Info
99M 1099-MISC Miscellaneous Income ect DepositForm 8888 i
RRE RRB 1099-R Railroad Retirement Electronic Funds Withdrawal
S8A  1099-33A Social Security 8879/8878 e-file Signature
EF Selections
PAD  Preparer Notepad PDF Attachments
NOTE MNotes about the return
FAQL Frequently Asked Questions BILL cHemAmustmemS,—’/‘\_
|| Enter Screen, State, or Search Phrase /
Return Status: New Client Return Type: Individual Tax Retun Current Package: Federal *

Status bar:
L General info on
open return.

Searchable Selector Field

Figure 3-9: Data Entry Menu

New for 2013: The selector field, located at the bottom of all Data Entry Menus
(Figure 3-10) can now search for screens by screen code, name or keyword.

R T At Al o

PAD Preparer Motepad
NOTE Motes about the return
FAQ Freguently Asked Cluestions

LR e W

P

_—

—

Q Enter Screen, State, or Search Phrase )

Figure 3-10: Searchable selector field

As always, you can enter a screen code, state abbreviation, or form number in the selector
field and press ENTER to open a particular screen, but for those times when you can’t
remember the code or form number or on which tab of the Data Entry Menu the screen is
located, you can now search for the screen with keywords or phrases.

For instance, to open screen 2 (Dependents), you can enter the screen code 2 in the selec-
tor field, press ENTER, and screen 2 is opened (or the grid data entry window is opened, if
you have that option selected). You can also type in a guess — say, DEP for “dependents”

— and press enter to open screen 2.

If, however, you know there are several other screens that might require entries for depen-
dent children, you can enter a keyword such as Ch i 1d in the selector field, press ENTER,
and a list of screens with the keyword “child” in the heading or within the screen is shown
in the Search Results window (Figure 3-11 on page 76).
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Drake 2013 - Data Entry - Search Results - Federal @

Search Results - Federal
Listed below are the menu options matching the search phrase you entered. To load a screen in the list, sither
double click the screen, or select it and click 'Load Screen'. To continue withaut loading a screen, click 'Cancel' o
press Escape

Screen/State Code | Description |

2441 Child Care Credit

EIC1 EIC Due Diligence - Qualifying Child

812 Add'| Child Tax Credit/Combat Pap

8967 Child T ax Credit Checklist

a882 Emploper-Provided Child Care Credit

agd Parents' Election to Report Child's Income

Qo)) |

Figure 3-11: Search Results window

Double-click a line in the Search Results window or highlight, the line and click Load
Screen, to open the selected screen.

Working in a Tax Return

Managing
Screens

Navigating
Fields

Prepare tax returns in Drake by entering pertinent information on specific data entry
screens. Entries are used to calculate the federal, state, and city tax returns.

To open a screen, use one of the following methods:

* Keyboard — From any tab, type a screen code in the selector field. Press ENTER.
®* Mouse — Sclect a Data Entry Menu tab and click the screen name.

Use the following methods to exit, save, reset, and delete screens in Drake:

® Press ESC to save your changes and exit a screen.
® Press SHIFT+ESC to exit a screen without saving your changes.
® Press CTRL+U to reset a screen to the last save.

® Press CTRL+D to delete a screen. If multiple occurrences of a screen exist (for exam-
ple, if a return has two Forms 1099), an Existing Forms List is opened. Select the
screens to delete, and then click Delete. (See “Existing Forms List” on page 77.)

You can also use the right-click menu to take these actions.

A blinking cursor and yellow shading indicate an active field. Click a field to activate it.
Following are keyboard-only methods of moving from field to field:

® Press TAB to move the cursor forward one field.
®  Press SHIFT+TAB to move the cursor back one field.
*  Press CTRL+V or CTRL+T to move the cursor up or down one field, respectively.
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Grid Data
Entry

Existing
Forms List

Grid data entry allows faster data entry for the Dependents, INT, DIV, and 4562 screens.

In grid data entry mode, click a field to activate it, and then type data directly into the
field.

Drake 2013 - Grid Entry (400006665 - Carter, William & Amelia - 400006667) Soeen Help | (o[-0 [E3a]

First Name M.l Last Mame Sulfis S5N Relationship Months | Date of bith | Childcare Paid

1| Jirmy 400-00-6660 | 500 2 11-11-2001 1
2| Brenda AN0-O0-EER] DAUGHTER 2 1212-2m2 5432
3| Frank Claoo]_- [i] 2 01-01-2000 5670
A

QY R r-‘—‘*——-._-n--—AA-\‘_.,M""“.‘. ’--ﬂm-t-n_.-n—m..-r P ST

Figure 3-12: Entering data directly with grid data entry

To access grid data entry from full-screen mode, press F3. Press F3 again (or click Item
Detail) to return to full-screen mode. To delete a row in grid data entry, select a row num-
ber and click Delete Row(s) (or press CTRL+D). Right-click the grid to export it in to an
Excel worksheet or CSV file, or to send it to a printer.

NEW FOR
20]3 Right-click the grid and change the font size for easier reading.

The Existing Forms List is displayed if more than one instance of a screen has been
saved in a return.

Existing Forms List - E: Rent and Royalty Income E' = @
# | TS | FK.ind of Property | Addiess Activity Type | Income

1 i cabin in the woods 123 End of the Road & 2100

2 i Lake house 33 Brook. Trout Lane A 2339

new Me..

.. e Y T et mnin b bl A A \__k,._\?..pm--ﬁ-—-_-h-.\ . A____r,.h
Figure 3-13: Existing Forms List

To open a screen from the list, double-click a row (or select it and click Open). To open a
new, blank screen, select New Record.

NOTE Grid data entry replaces an Existing Forms List if grid data is the

Multiple
Instances of
a Form

established default in Options Setup. Disable the default from Setup >
Options > Data Entry tab.

Many clients require multiple instances of such forms as Form W-2. In most cases, while

in a screen such as the W2 screen, press PAGE DOWN to open a new screen and enter data
for a second form.

Some forms have more than one “page” or screen. If you are in a multiple-screen form,

use the links provided to go to the next page. If no links are provided, press PAGE DOWN

to move to the second “page” of the screen. Press CTRL+PAGE DOWN to open a new
instance of the form.

Each time a new screen is produced, Drake indicates the record number on the status bar

of the screen. The number of records is also shown on the Data Entry Menu (Figure 3-14
on page 78).
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VR S WY
[~ Over 18 and disabled I cg - . —
General |Inc:0me | Adjustments | Cre
[~ Noteligible for Child Tax Credit [
[ Mot U.S. citizen or resident alien 1 Mame and Address .
4
3 Income 3
( :: < A US TR S i, )
Record 2 of 2 Press Page Dovn for Mew s lm N
Figure 3-14: Multiple instances of a screen are shown in status bar and Data Entry Menu.
Detail Use detail worksheets to enter up to 30 items for a numeric field. Totals are calculated
Worksheet automatically.

To use a detail worksheet:

1. Select the numeric field to which the worksheet will apply and take one of the follow-
ing step to open a Detail Worksheet:
— Double-click the field
— Press CTRL+W
— Right-click and select Add Worksheet

Detail Worksheet

Sort Options: F1 - Description Ascending F2 - Description Descending
F3 -Amount Ascending F4 - Amount Descending

Title Schedule C, line & - RAdvertising
Description Amount
[Radio [ 00
[Television [ 2500
|Newspaper | 300
| |
| |

Figure 3-15: Detail worksheet with data entered

2. Enter or edit the worksheet Title.

3. Enter a Description and Amount for each item. Do not skip lines. As needed, use F1,
F2, F3, and F4 to sort items in the list. (See Figure 3-15.)

4. Press Esc. Drake saves your work and displays the total in data entry. Note that the
field is shaded to indicate a worksheet is present. (Default color is red; see Figure 3-

16.)

Part Il - Expenses

8 AGVERISING. .o
9 Carand truck expenses AUTO +/

10 Commissions andfees...........
——

Figure 3-16: Shaded worksheet field
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Field Flags

Global Flags

NOTES

Detail worksheets are produced as overflow statements but are not e-
filed with the return.

To print a description on a statement without a corresponding dollar
amount, enter a slash (/) in front of the description.

If you press CTRL+W (or double-click) in a Depreciation field, the pro-
gram opens the associated 4562 (Depreciation) screen with the For
and Multi-Form Code boxes completed. (See “Associating One
Screen with Another” on page 82.)

Use field flags to set certain fields apart for review. Flagged fields are shaded (default is
green) and must be manually verified (cleared) prior to e-filing.

To flag a field, click the field to activate it, and then press F2. You can also do this by
right-clicking in the field and selecting Flag For Review. The field is displayed with a
shaded background (Figure 3-17).

2210 Options

2210 COAE ., - -
2012 Fed tax............. 54587

2012 State tax......... 1434F

Figure 3-17: Flagged fields are shaded. (Default is green.)

When a return with flagged fields is calculated, an EF message is generated. All flagged
fields must be cleared before the return can be e-filed. To clear a flagged field, place the
cursor in the field and press F4. To clear all flagged fields on an open screen, press
CTRL+SHIFT+SPACE. To clear all flagged fields in the open return, go to the Data Entry
Menu and press CTRL+SHIFT+SPACE.

A user with administrative rights can designate certain fields to be flagged in all returns.
When flags are set globally, they apply to all returns. Global flags can be for screens, or
for new returns.

®* Screens — The presence of an unverified flag produces an EF message only if the
screen exists for the return. For example, if the Employer ID # field on screen C is
flagged, an EF message for the unverified field is produced only if a Schedule C is
present on the return and the Employer ID # field has not been verified. If there is no
Schedule C, no verification is required.

®* New Returns — When a field is flagged for all new returns, an unverified flag pro-
duces an EF message whether or not the screen has been opened for the return. In the
above example, an EF message would be created even if no Schedule C was present in
the new return. In effect, this type of global flagging would force the data entry opera-
tor to open screen C, even if only to clear the flag.

To prevent flagged fields from being overlooked, all new-return flags cause the corre-
sponding screen and tab names to appear as the color of the field flag (Figure 3-18 on
page 80; default color is green). Once the field has been verified, the highlighted tab and
screen names go back to their original colors.
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GeneraAdjustments | Credits | &

Self-Employed Income

P Income
J Farmers Income Averaging (
4835 Farm Rental Income J
6198  Amount Mot at Risk

- BEE2 oo MadifassFta Aindeaintat_, aan,

Figure 3-18: Screen C under the Income tab has a flagged field.

Flagging To flag one or more fields in all returns:
Fields
Globally 1. From the Home window, select Setup > Options, Administrative Options.

2. Select Use Customized Flagged Fields on all Returns.
3. Click Flag to open a dialog box with buttons for all Drake packages (Figure 3-19).

Drake 2013 - Flag Fields For Review  [wi3m|

1120 - Corporate |

11205 - Sub-3 | 1065 - Partnership |
1041 - Fiduciary | 590 - T aw Evempt |
706 - Estate | Esit |

Figure 3-19: Flag Fields for Review dialog box

4. Click a package button. The Flag Fields for Review window for that package is
opened. Note that this window resembles the Data Entry Menu.

o

Select a screen to open it.

6. Choose one of the following options:

* Flag a field for a screen — Click the fields to flag. The field is flagged with the
word “Screen.”

* Flag a field for all new returns — Right-click a field and select Flag For
Review When Return is Created. The field is flagged with the word “Return,”
as shown in the example in Figure 3-20.

State information
ST i

Figure 3-20: Ficld has been flagged for all new returns.

NOTE Click a field a second time to remove the flag.

7. Return to Setup > Options. (Press ESC to exit each window, press ESC again to exit
the Flag Fields for Review window, and then click Exit.)
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Override &
Adjustment
Fields

ZIP Code
Database

EIN
Database

Bank Name
Database

Common
Screen
Fields

8. Click OK.

By default, fields that allow overrides are preceded by an equal sign (=) and display red
text. Data entered in these fields replaces, or overrides, program calculations.

4 100 4§ Direct entry field
g = 100 *F—— Override field
g+l 100 € Adjustment field

Figure 3-21: Direct entry, override, and adjustment fields

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

When a ZIP code is entered on a screen, the city and state fields are filled by default from
the program’s ZIP code database. There is no need to enter the city and state manually.

When new employer data is entered on a screen, the program stores the EIN, business
name, and business address in the EIN database. The next time the EIN is entered on a
W2, 1099, or 2441 screen, the business name and address automatically appear in the
required fields.

The program retains the names of all financial institutions when they are entered for the
first time in data entry. The next time the first few letters of a saved name are entered, the
program “auto-completes” the entry. To add, edit, or delete entries from the bank name
database, place the cursor in a bank name field and press CTRL+SHIFT+E and follow the
instructions that are displayed.

Many screens in Drake have fields labeled TS, F, ST, and City. These fields, shown in
Figure 3-22, are used to apply the data on the screen to the taxpayer or the spouse (or
both), on federal, state, or city returns.

Schedule C - Profit or Loss from Business

s It = gl sT IMI  ~ city 0T hd

Figure 3-22: Screen code examples for Schedule C

®* TS (or TSJ) — Select T if a screen applies to the primary taxpayer, S if it applies to
the spouse, or J if it applies to each spouse equally. (Default is T.)

®* F — All data on a screen is automatically carried to the federal return as applicable.

Enter O (zero) in the F field to prevent a screen’s data from being carried to the fed-
eral return.

®* ST — Code indicates whether the screen data should be used in calculating a specific
state return. If this field is blank, the software uses the resident state by default. The
data is not carried to any state or city if a zero (0) is selected here.

® City — Code indicates the source of the income on city returns.

Press F1 in a screen field to view all acceptable codes for that field.
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Associating Drake allows you to associate one screen with another, such as when an asset on one
One Screen  screen should be associated with a Schedule C. For example, to associate an asset screen
with Another (o a C screen, complete the For ficld and the Multi-form Code field (if applicable) at the
top of the asset screen. For the For drop list, select the form to be associated with the open

screen, as shown in Figure 3-23.

Form 4562 For- ©  ~|\(A.C,E F, 2106, 4835, AUTO, 8829, KIP,K1S) il
Multi-form code: 2 f(1-999; 1 is assumed if left blank) 2

Date
Description Acquired Cost/ Basis

e i_‘-@#‘-mﬂ"-ml s b s, nntlll- M%,L _“-W[‘_ T S, p-’

Figure 3-23: In this example, the 4562 screen is to be associated with the
second Schedule C created in the return.

If a return has multiple instances of the selected form, enter the instance of the form in the
Multi-form code field. For example, if there are two Schedule Cs and you want to associ-
ate an asset with the second Schedule C created in the return, you would enter a multi-
form code of “2.” (See Figure 3-23.)

For Schedule E rental properties, each property (in other words, each
NOTE screen) has a separate multi-form code. The MFC number for a

Schedule E should refer to the property, not the instance of the

Schedule E. (Up to three properties are printed on a Schedule E.)

Splitting @ When you split a joint return in Drake, the program calculates three returns: one for mar-
Joint Return ried filing jointly (MFJ), and two for married filing separately (MFS).

Before splitting a joint return, ensure that data on all screens clearly applies to either the
taxpayer (T) or spouse (S), and make sure Ready for EF is not marked on the EF screen.
If this box is marked, all three returns will be marked eligible for e-file. (See “EF Override
Options in Data Entry” on page 253.)

To split a joint return:

1. Open the return.
2. Choose one of the following options:

L ®  To compare returns for two individuals who lived together for the entire year,
2 - click the Split button or press CTRL+S.

®  To compare returns for two individuals who did not live together for the entire

year, click the down arrow next to the Split button and select a category of MFS
filing status.

At this point, if there is a Schedule A on the return and you have not
specified on screen A whether to force itemized or standard deduction,

NOTE you are prompted to select ltemize, Standard, or Optimize before pro-
ceeding. If you select Optimize, the program will determine which is the
better treatment of the Schedule A deductions.

Results are displayed in the Return Selector (Figure 3-24 on page 83).
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About the
MFJ/MFS
Report

SSM/EIN D ate/Time
(W] 400111111 10411 7 | SILVER, JOHN [SPLIT RETLIRN) ik
[Jao0zzzzzz 1041 09:47:27  SILVER, ALICE [SPLIT RETURN] PER Msg
[ 400111111 10411 08:47:28  SILVER, JOHM & ALl PER Msg

Click ‘print’ or press the 'P* key to print thiz screen
Click ‘save' or press the 'S’ key to save the MFS returns

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

Help MFL/MFS repor Pit | sae | sekectal | UnSekctal Exit

Figure 3-24: Results for split return

3. Mark the check box to the left of the returns and click Print, View, or Save, as appli-

cable.
4. Click Exit.

To view the MFJ/MFS report, click the MFJ/MFS Report button. (See Figure 3-24.) The
Filing Status Optimization Report is displayed in View mode as MFS_ COMP (and OH_-
COMP, for Ohio returns). The report compares the taxpayer’s and spouse’s status if filing
joint, combined, or separate returns. For more information on View mode, see “Viewing a

Return (Enhanced Mode)” on page 208.

NOTE Currently, the state report feature is available for Ohio returns only.

The program saves the MFS data shown in the reports only if you save the split returns. If
you are not planning to save the MFS versions of the returns but want to show the reports
to your client later, print the reports now for your client’s records. If the MFS versions are
saved, both the completed MFS_ COMP and OH_COMP reports can be viewed only in the

Joint return.

Billing for this report is done through Setup > Pricing (use item 350).
NOTE For more on setting up pricing in Drake, see “Pricing Setup” on

page 45. To suppress the charge for an individual return, use the BILL

screen. (See “Overriding the Bill Amount” on page 64.)

Splitting a Joint Return for Same-Sex Marriages

New for 2013: For a couple that files a joint federal return but must file two Single returns

for state purposes, both types of returns can be generated and e-filed in Drake13.
Take the following steps:
1. Complete the MFJ federal return.
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Screen
Captures

Calculator

Macros

o

oo

Go to the MISC screen (accessible from the Miscellaneous tab of the Data Entry

Menu). At the bottom-right corner of the screen, mark the Same-sex marriage indi-

cator.

Calculate the return.

Open and review the SS (Same-Sex couple Filing a Joint Federal Return) screen

(accessible from the States tab of the Data Entry Menu). To make changes:

— Return to any data-entry screens to change any amounts you deem necessary.

— Recalculate and review the SS screen again. (Changes made directly to the SS
screen will be reset to its former state when you recalculate.)

Close the SS screen.

From the Data Entry Menu toolbar, click Split. From the Return Selector window,

click Select all and Save. (For details on splitting a return, see “Splitting a Joint

Return” on page 82.)

Review the split returns. In they qualify for a change in filing status, go to screen 1

and change the status from Single to Head of Household or Qualifying widow(er).

If any other changes are needed, return to the MFJ return, make the changes, then

repeats Steps 3-6.

To override amounts on the state Schedule S, make charges on screen SS. (Changes

made directly to the SS screen will not be reset to its former state when you recalcu-

late one of the split returns.)

For e-filers: When you mark the Same-sex marriage indicator on the
MISC screen, the Do NOT send Federal check box is automatically

NOTE marked on the EF screen of the two Single returns to avoid sending

them along with an MFJ return. Do not send the Single state returns
while transmitting the federal MFJ return.

Screen captures can be taken in data entry and sent to the clipboard, a printer, or a file.

To capture a data entry screen:

1.
2.

Right-click any open part of the screen (not within a field or text box).

Select Screen Shot. The program offers three choices for screen captures:

® To File — Save the screen as a bitmap (.bmp) file to a location you select.
* To Printer — Open the Print dialog box and print an image of the screen.

* To Clipboard — Copy an image of the screen to your clipboard in order to paste
it into another program, such as Microsoft Outlook.
Save, print, or copy the image as directed, according to your selection.

A calculator feature is available in every numeric field in data entry. To access it, press
F10 from within a field. Once results are calculated, press F1 to insert those results into
the field.

Macros are shortcuts that allow you to enter frequently used data entry items with minimal
keystrokes. This feature is described in detail in “Macros Setup” on page 46.
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Heads-Down Data Entry

State Returns

Heads-down data entry provides an efficient method of data entry when working from a
proforma interview sheet. Information on this method is provided in the “Heads-down
Data Entry,” section of Chapter 4, “Preseason Preparation.”

When a return is prepared, Drake automatically generates state returns based on data
entered for the federal return. Calculation is based on the state entered on screen 1 for res-
ident state and on the state codes indicated on other forms (W-2, Schedule C, 1099, Sched-
ule B, etc.).

Click the States tab in data entry to view a list of states. Click any state from the list or
enter the two-letter state code in the selector field to access the Data Entry Menu for that
state. It is not necessary to return to the States tab to enter a new state code.

Access city screens by entering a city code into the selector field. Another option is to
open a state menu, and then click the Cities tab (if available). Cities are listed with their
two-letter codes.

Practice Returns and Test Returns

Practice returns, test returns, and EF test returns are available on the Drake Support site
and on the software CD:

Practice returns help new Drake Software clients become more familiar with how
data is entered in Drake. Practice preparing returns by completing data entry based on
the practice scenarios provided. Practice returns can be found on the installation CD,
through the software (from the Drake Home window, go to Help > Online
Resources) and at Support. DrakeSoftware.com > Training Tools > Practice
Returns.

Test returns can be installed with Drake Software. These returns consist of various
forms and schedules to show how different tax scenarios are prepared in Drake. You
can also use the test returns to test e-filing before tax season begins by transmitting a
test return.The SSNs for these returns are:

— 400001032

— 400001035

— 400001036

— 400001038

— 400001039

— 400001040

— 400001047

EF-Banking practice returns also allow you to practice e-filing returns in Drake Soft-
ware. The returns will be either accepted or rejected. Correct the rejected returns and
resend them to receive acknowledgments. Practice printing checks for the returns with
a bank product. The SSNs for the test returns run from 500-00-1001 through 500-00-
1008. EF practice returns can be found on the installation CD, through the software
(from the Drake Home window, go to Help > Online Resources) and at Sup-
port.DrakeSoftware.com > Training Tools > Practice Returns.
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For more information on how practice returns can help you, see “Practice Returns” on
page 280.
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4 Preseason Preparation

This chapter provides instructions for bringing forward information from last year, print-
ing proformas or organizers for clients, mailing preseason materials, and setting up sched-
ules.

Prior-Year Updates

If your firm used Drake last year, you can save time by updating prior-year returns, set-
tings, letters, and EIN data. Before updating, you should (1) back up your files, and (2)
ensure that your program’s 2012 data path points to your firm’s 2012 data files.

By default, Drake accesses the previous year’s client files from the workstation’s local
drive. If your prior-year files are stored elsewhere, enter the location in the Data Location
dialog box:

1. Login to the program as a user with administrative rights.
2. From the Home window, select Setup > Data Locations.
3. Look at the Location for 2012 client files field (Figure 4-1).

Location of client folders

Location for 2013 client files:  CADRARKETIDTHWHY

@ation for 2012 client files: |CZ\DHQKE12\DTW\ )

.,.#.H@.d..'@\w_-t[y@u w\mﬁw'] wdw\-ﬁm BT TV S e S

Figure 4-1: Ensure that the Location for 2012 client files is correct

4. If the correct path is not displayed, enter the correct path and click OK.

NOTE For more on Drake’s Data Locations setup, see “Single Workstations
and Network Options” on page 25.

Updating Client Files

By default, the following client information is brought forward from the prior year:

®* names and addresses ® depreciation ® ages
* filing statuses ® occupations * dependent names
® Dbusiness names * installment sales ¢ D numbers
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You have the option of selecting other data to bring forward when you update client files,
as explained in the following sections.

To ensure that files are updated according to your clients’ needs,
NOTE update returns individually as you meet with your clients. Drake does
not recommend updating all returns in a package at once.

Update To update an individual return:

Returns , , .
Individually 1. Open the return in Drake 2013. An Individual Update Options dialog box lists all

options for updating (Figure 4-2).

Drake 2013 - Individual (1040} Update Options [

Update Dptions
First - PLEASE read manual section on UPDATING before continuing, T
Second - BACKUP pour 2012 data files (just in case). l

In addition to the standard wpdate information. you may update the following:

Additional Update Options -
Just those returns that were altered in Prior Year Data Entiy & Cale:
Schedule & Descriptions

Schedule B Descriptions

Schedule C Other Expenzes Descriptions

Schedule E Other Expenses Descriptions

Schedule F Other Expenzes Descriptions

12 Alpha Infarmation

1039 Alpha Information (1099-R. 1093-0 and 1033-RRE)

2441 Child Care Pravider Mames and 55N

Update DD [Direct Depozit) Information

Update Misc. Codes on Screen 1 [Mame and Addiess scieen)
Update Prior Year T ax Preparation Fee to the MISC Screen
Update SCH [Unformatted Schedule) screen

Update Preparer, Firm, D'ata Entry and ERD Number Information
] Update the Custom Paragraph of the LTR Screen

Update Emplopee’s Info [w2, 1039, 994, RRB)

Update 8283's Donee's Information

Update Child's Infarmation an Form 8514

Update Taspayer's and Spouse's PIN

[[1 Update Bill Screen Information

1 Update Rietun Passward =

tep | Selectar | unselecta | Updete 1040 | Cancel |

Figure 4-2: Individual Update Options box

2. (optional) Select additional items to update. (Click Select All to choose all items.)
3. Click Update 1040.

Once updated, the return is shown in the Data Entry Menu.

Update To update all returns in a package (not recommended):

Returns )
Globally 1. From the Home window, select Last Year Data > Update 2012 to 2013.

2. Click Next.

3. Select filters (optional), and then click Continue. The Update Options dialog box is
displayed.

4. (optional) Select additional items to bring forward. (See Figure 4-2.)

5. Click Update 1040. All returns are updated according to selections in the Update
Options box.

C AUT'ON Once returns have been updated, the updates cannot be reversed. To
avoid oversights, you should update each return individually.
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Once the program has updated the returns, it displays a report listing the updated returns.
Click Exit to close the Report Viewer.

Building the EIN/Name Index

Each time an employer is entered on a screen for a Form W-2, W-2G, 1099-R, 1099-G,
8283, or 2441, that employer’s name, EIN (or SSN), address, and state ID number are
automatically added to the EIN database.

To update the EIN/name database from 2012:

1. In the 2013 version of the program, select Last Year Data > Build EIN/Name from
2012.

2. From the Build EIN Database and Name Index dialog box, select the indexes to
update and click Continue.

3. Wait for the program to finish scanning the files. (This update takes about one minute
for every 2,000 client files.)

4. Click Exit.

Updating Settings

You can apply your firm’s 2012 software settings to the 2013 program to save preseason
preparation time. Once the settings are brought forward for the year, they can be individu-
ally adjusted.

CAU‘“DN Selecting an item that has already been updated can cause a loss of
current-year data.

To update settings from 2012:

1. Inthe 2013 version of the program, go to Last Year Data > Update Settings 2012 to
2013. The Update Settings dialog box is displayed. (Figure 4-3.)

Drake 2013 - Update Settings @

Update Settings
The application has detected Drake 2012 on the diives listed below. Recently
updated items are not preselected. Selecting these items could cause loss of
current year data,

Get update settings from drive: C: [Hard Crive]

B _|Preparer Information -
+{_| Firm Information

] Preparer Schedules and Appointments
: Macros

_|Colors

[ |ERD Screen

E Document Manager
1¥|Letterhead

m

ient Status Manager- Custom Statuses only

Setup > Options

Pricing - Federal

Pricing - State/City

Letters

Form Print Order-Federal S

-5
-G

i

Hel Cantinue Ezit
[Een ] [t | &2 |

Figure 4-3: Update Settings dialog box
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2. Select the drive that stores the 2012 data to bring forward.

3. Select the setting categories to bring forward. All items, except for previously updated
items, are selected by default.

Click the plus sign in front of an item to expand it and view or select sub-
items. If you select an item with sub-items, all sub-items are selected by

NOTES default.

If updating Pricing setup, you will be prompted to enter a percentage
increase to apply per item, per form, or both, and the option to round to
the nearest dollar.

4. Click Continue, and then Confirm the selections to start the update process.
5. Click Exit when the status for each item is displayed as Completed.

Organizers and Proformas

Available for the 1040 package, organizers help clients prepare for their tax appointments.
Many organizer sheets feature two-column layouts, with one column containing prior-year
data and the other intended for current-year data (Figure 4-4).

Organizers can be sent directly to the Drake Document Manager or to

Tl P your SecureFilePro™ portal. For details, see “Printing Organizers and
Proformas for Clients” on page 92. For more on the Document Man-
ager and SecureFilePro™, see Chapter 13, “Suite Products.”

Wages and Salaries
Please attach all W-2(s)

Name: William & Amelia Carter SSN: On File
| Federal Company
TS| 7 [ID.No | 51-5151515 Name Wayne's Wingdings and Widgets
State
ID No | 133122111
Federal wages 2013 2012| 54321 Federal tax 2013 2012| 12345
NCl State wages 2013 2012| 54321 State tax 2013 2012 123
Local
. 1 wages 2013 | 2012 Loca) tax 2013 121,
e — B e R

Figure 4-4: Sample of Wages and Salaries page from an organizer

Available for individual and business packages, proformas have numbered fields corre-
sponding to the fields on Drake data-entry screens (Figure 4-5 on page 91). Proformas are
designed to be internal documents and can be used during the interview process.
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e e e el el el
i Province/Siate 1 1 13
b Country, Postal Code 1 (

Employee name and address (if different than screen 1)

X ] 5
A — wWilliam | L= ‘ carter ‘
Street
7
City
3 12
U.S. ONLY State, ZIP |
i Z0 Fil 2
Foreign ONLY ER“W&E\ Code | ‘

2012 2013 20

1 Wages, tips e 2 Federal tax withheld

25

3 Social Security wages 13253 4 Social securfy tax withheld 557
27

5 Medicare wages e 6 Medicare tax withheid s5p
20

7 Social Security tips 8  Alocated tps

9

10 Dependent care benefits

11 Non-qualified pian 3

12 Code Amount Year 13 14 Of
ROUSRRR DUR Ce—— e .,\___.i_.maw‘-ﬁ\fi,.__,_‘__)ll‘m_,ug:_‘m,m._.----nu,‘__.__‘,k I r—— _7\‘

Figure 4-5: Sample of W-2 page from a proforma

Blank proformas and organizers can be viewed and printed from Tools > Blank Forms.
See “Printing Organizers and Proformas for Clients” on page 92 for information on print-
ing for selected clients.

Drake now offers a checklist that can be printed with organizers. This
NEW FOR checklist lists various documents and forms, such as 1099s, W-2s, K-
1s, Schedule C, 2441, Interest and Dividends, and can be used by your
20]3 clients to help them gather the information necessary to complete their
2013 tax returns.

Entering Information from Proformas

Use proformas during the interview process, or have a data entry operator enter tax infor-
mation from proformas following the interview.

Each sheet in a proforma has special codes printed on the left side of the page. For exam-
ple, the red circle in Figure 4-5 shows that the proforma code for the W2 screen is “2-6.”
As an alternative to using the screen code to open the W2 screen, the data entry operator
or tax preparer can use the screen’s proforma code (2-6).

To access a screen by entering its proforma code:

1. From the Data Entry Menu, press CTRL+I to change the selector field.

2. Enter the proforma code numbers, one in each text box. The Figure 4-6 example
shows that a “2” and a “6” would be entered to access the W2 screen.

Enter Interview Sheet Mumber and Section: 2 &

Figure 4-6: Example: Type 2 and 6 to access the W2 screen.

3. Press ENTER. The applicable screen is displayed for data entry.

Heads-down Combine the proforma codes and heads-down mode to move efficiently to the proper
Data Entry  areas of a screen for data entry.
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To work in heads-down mode:

1. Open a screen in data entry.
2. Press CTRL+N. Numbers appear beside each field, as shown in Figure 4-7.

1 Wages, tips 2 Federal tax wih
23 ETEFTR - |

3 SocSecwages 4 SocSecwh
o5 | ETEFT - | 2281
5 Medicarewages 6 Medicare taxw/h
7 | 54321

.z _Sg*ﬂ‘\_“-“—-mﬁ, ol rn i,

s | 788

Figure 4-7: Numbered fields in heads-down mode

3. Inthe Heads Down Mode box at the top of the screen, enter a field number in the first
text box and press ENTER.

4. Enter data for the field in the second text box and press ENTER. The data is placed in
the proper field and the system returns you to the first text box.

5. Repeat for all other fields, pressing ENTER after the data for each field is entered.

To return to the Data Entry Menu, press ESC.

TIP Use CTRL+N to toggle between heads-down and data-entry modes.

Printing Organizers and Proformas for Clients
To print organizers or proformas for selected clients:

1. From the Home window, click Last Year Data and select either Organizers or Pro-
formas.
2. Do one of the following tasks:

® Enter the client’s SSN or EIN and click Add Client. Repeat for additional clients,
and then click Next and wait for the program to scan the client files.

See “Filter ® Click Next and select filtering and sorting options as desired. Click Next again
ll})/éag}neaggg 1%7 more and modify filtering criteria from the Basic Search Conditions dialog box. Click
on using filters. Continue and wait for the program to scan the client files.

3. When the Proforma/Organizer Options dialog box is opened, select the desired
options (red circle on left in Figure 4-8 on page 93).
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Organizers and Proformas

Drake 2013 - Individual (1040) Organizer Options @

Proforma/0rganizer Options
Please select the desired options from the list below. ¥ou will be allowed ta select specific forms for printing
after the Proformas/Organizers have been prepared. Click 'Frocess 1040 to continue.

Additonal Proforma/Organizer Options

W\ Print Organizer even if printed before

1 Must those returns that were calculated in 2012
Frint Sch & [alwayps)

Print INT (always)

Print DIV (always)

Include Sch [ (Blank Foim)

Include Farm 4684 [Blank Farm)

Include HOME ‘warksheet [Blank Form]

m

Do Mok print MISC
@aferﬂvamde JDanny Dood _v}
Help | Select All | Unzelect Al | Test Print Process,1040 Cancel |
K IA; i

Figure 4-8: Organizers Options dialog box

To have a certain preparer’s name appear on the preseason, engage-
NOTE ment, and privacy policy letters, select a name from the Preparer Over-
ride drop list.

4. Click Process 1040 (Figure 4-8) to open the Print Organizers/Proformas dialog box
(Figure 4-9).

Drake 2013 - Print Organizers/Proformas

Organizers/Proformas - Print Options
Select the desired options below and click Print. Highlight a client and click Wiew ta view or print specific forms within the
Organizer/Proforma. To highlight multiple clients, hold down the Ctil key while clicking on each client.

rint Oplions

V¥ Send document(s) to Printer
¥ Save document(s) to Document Manager
™ Upload document(s) to SecureFilePro™

Farm Options

Client List

55N [ Mame
444001234  Robert Baratheon
[] 444004567 Tony Stark
461000000 Clark Kent

SN e B N 2 k|

Figure 4-9: Select print options from the Print Organizers/Proformas dialog box.

5. Select options from the Print Options section (red circle in Figure 4-9). You can
choose to send the proformas or organizers to the printer, to the Drake Document
Manager, or to the SecureFilePro™ portal. (For information on how to use the Drake
Document Manager and SecureFilePro™, see Chapter 13, “Suite Products.”)

When sending organizers from multiple taxpayers to the Document
NOTE Manager or SecureFilePro™ portal, Drake automatically sends the
organizers or proformas to the correct client file or SecureFilePro™

portal.

6. (Optional) To change the forms to be included in the organizer of proforma, click
Form Options to go to the Form Options dialog box. When finished, click Ok.

7. (Optional) To view one of the organizers or proformas in View mode, click View.
From View mode, you can print or e-mail the individual organizer or proforma. Click
Exit to return to the Print Organizers/Proformas dialog box.

8. Click Print.
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9. In the Print Selections dialog box, choose a printer and any other options desired.
10. Click Print, and then click Print again. (If printing a PDF document, click Save.)

If printing proformas for multiple return types, additional Proforma
Options dialog boxes appear. Select additional options and click Pro-
NOTES cess (1040, 1120, 1120S, 1065, etc.) to proceed.

Preseason letters can also be printed in batches, apart from proformas
and organizers. See “Letters” on page 316.

Print Options for Organizers

As noted above, you can choose to send the proformas or organizers to a printer, to the
Document Manager, or to the SecureFilePro™ portal. By sending it directly to your
SecureFilePro™ portal, you save yourself several steps in getting an organizer into the
hands of your client. Plus, SecureFilePro™ alerts your client via e-mail that the organizer
is ready for download, and then sends you an e-mail when your client accesses your
SecureFilePro™ portal. Your client can either mail the organizer back, hand-deliver it, or
scan it and upload it to the portal. SecureFilePro™ will alert you by e-mail when an
uploaded organizer is ready for you to download.

For more on SecureFilePro™, see “SecureFilePro” on page 369.

You can also print organizers and proformas from the Scheduler. Open
a new appointment in the Scheduler, and from the Appointment Detail

NOTE toolbar, click Proforma or Organizer, and follow Steps 3-10 in the pro-
cedure listed under “Printing Organizers and Proformas for Clients” on
page 92. See “Scheduler,” following.

Scheduler

— The Drake Scheduler is used to set up appointments for preparers. You can set up sched-
ules for individual preparers or for groups of preparers, generate batch appointments, and
Scheduler set up daily schedules for an entire office. There are tools for customizing schedules, and
printing and exporting schedules.

Following are directions for setting up, accessing, and using the Scheduler.

You can now import your schedule from Windows Outlook or from Goo-
NEW FOR gle Calendars into your Drake Scheduler, or export your Drake sched-
ule to an Outlook calendar or Google Calendars. You can also
20]3 automatically export new appointments entered in Scheduler to your
Outlook calendar.

For details, see “Importing and Exporting Calendars” on page 99.
Scheduler Modes
The Scheduler offers two levels of access: preparer mode and front office mode.

Preparer Using preparer mode, a preparer has full access to his or her calendars. Preparers can
Mode make appointments, manage schedules, and share calendars with other preparers. Preparer
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Scheduler

mode is the default setting for Scheduler users and has three calendar types: Calendar for
(current date), Weekly Calendar, and Preparer Calendars.

Front Office  Designed for the receptionist and others who manage appointments but do not prepare tax

Mode returns, front office mode allows the user to set up viewing options and manage appoint-
ments. Front office mode is the default setting for users with administrative rights, but it
must be assigned manually to other personnel.
To assign front office mode to an employee:
1. Log in to Drake as an administrative user and go to Setup > Preparer(s).

') 2. Select a preparer and click Edit Preparer.

ﬁw 3. Click Security > Front Office (Scheduling Only).
4. Click Save.

Preparer logins and front office mode assignments must be
established in Drake before the Scheduler can be used effec-
tively.

IMPORTANT

Accessing the Scheduler

From the Home window, select Tools > Scheduler, or click the Scheduler icon. The

----- Appointment Scheduler has four main sections (see Figure 4-10):
Scheduler
* A toolbar across the top

® A calendar overview in the left column
®  Tabs for selecting calendar types (not available for ADMIN login)
®  The schedule grid, which shows scheduled appointments for each calendar type

Figure 4-10 shows the Appointment Scheduler window in preparer mode.

D
Drake 2013 - Appeintment Scheduler

=3 =0 )
= A 2 = @ & 5 ©
Push/Pull Help

New Appt_Search Appts  Print Reports Export Setup Exit)
1
(3)

Cur,gmcmendﬂrDmEQ CCalendarfnrm-W?-ZmB | ‘Weekly Calendar PprﬁfEfCﬁh&ndﬁrs)
2

Sun Mon Tuewed Thy Fri Sat
% a0 1 2 3 & 5
E 7 8 9 101 12
1314 15 1B @D 18 13

e 1 e cie ic B Rl Y
728 29 WA

Sun Mon TueWed Thu Fri Sat

3 4 65 B 7 8 8
WO 12 13 1415 16
17018 19 @ 2 22 23
24025 2% ¥ ® 2/ W
iz 3 4 5 & 7
T Today: 1021742013

Figure 4-10: The Appointment Scheduler features a toolbar (#1); a calendar overview (#2);

calendar tabs (#3); and a scheduled appointment list (#4).
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If the user is logged in as an administrative user, the Batch Appts button is displayed in
the toolbar. (See “Batch Appointment Generator” on page 102.)

Setting Up Scheduler Options

Use the Scheduler Setup feature to establish the logged-in preparer’s default settings for
appointment durations, automatically filled data, and calendar views. Only the logged-in
preparer’s calendar and view are affected by any changes.

Click the Setup icon in the Scheduler toolbar. The Scheduler Setup consists of three tabs:

o
Setup

a General tab for default settings, a Calendars tab for setting viewing options for calen-
dars, and an Export/Import tab for exporting your appointments from the Drake Sched-

uler to your Windows Outlook calendar or Google calendar, and for importing
appointments from Outlook or Google into the Drake Scheduler. Options are described in

Table 4-1.

Table 4-1

: Scheduler Setup Options

Tab

Setup Option

Description

General

Appointment duration

Set the default appointment duration to be displayed
in the Appointment Detail dialog box. (See “Sched-
uling Appointments” on page 100.) Values are set in
five-minute increments.

Scheduler times

Set time intervals (15, 30, or 60 minutes) to be dis-
played on the calendar grid rows of the Appoint-
ment Scheduler (see Figure 4-10 on page 95).

Appointment reminders

Activate the appointment reminder; establish how far
in advance to receive a reminder of an upcoming
appointment. You can also select this option on the
fly when setting up a preparer’s appointment.

Open Setup Schedule
for

Set up a preparer’s general daily schedule (in/out
times).

ZIP code autofill for city
and state information

Activate the ZIP code autofill feature, which automat-
ically displays a client’s city and state information
once the ZIP code has been entered.

Private appointment

Mark all future appointments as “private.” Private
appointment details are not visible to other preparers
or to users with administrative rights. You can also
select this option on the fly when setting up a pre-
parer’s appointment.

Customer name autofill

Establish how client names are displayed in the cal-
endar view.

Email Notification Set-
tings

Enter the words you want to appear in Subject line of
your e-mail notifications.

96
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Table 4-1: Scheduler Setup Options

Tab

Setup Option

Description

Calendars

Preparers in View

From Preparers not in my view list, select which
preparer schedules you want visible by default. Click
the arrow to move the name to the Preparers in my
view list on the right.

Calendar view start
time

Select the time to be displayed when the calendar is
opened.

Default calendar (tab
displayed at login)

Select which calendar type (by date, by week, or by
preparer) to be displayed at login. (This choice not
available to users with administrative rights.)

Colors

Select screen colors for the calendar.

Export/
Import

Send to or retrieve
from Outlook or Google

Choose to share your Drake schedule with your Out-
look or Google calendar, or import appointments
from Outlook or Google into Drake. See “Importing
and Exporting Calendars” on page 99.

Google user name and
password

If sending to or pulling from Google, enter your Goo-
gle user name and password.

Establishing
Daily
Schedules

The Scheduler allows you to view, at a glance, the planned daily schedules of selected pre-
parers, including the times they are scheduled to be in the office.

To establish a preparer’s daily schedule in the Scheduler:

1. Click Setup. The Scheduler Setup dialog box is displayed.

o
Setup

2. Select a preparer from the Open setup schedule for drop list. The Setup Schedule
dialog box (Figure 4-11) is opened for the selected preparer.

Drake 2013 - Setup Schedule: Matalie 2
Preparer Schedule Setup
Select a day(s] then the times. When the schedule has been set for the selected day(s), click Apply' to
save the information ta the schedule grid below. Continue ta set schedule day and time combinations:
Click 'Save’ to save Matalie's schedule and exit the screen,
Standard Schedule | Detail Schedule |
Setup Times L 1
@cl dayisl ¥ Mon W Tues W Wed W Thus W Fii [~ Sat ™ Sun
in o |gooaM = o [1ooPW w] o | lwm | 2|
Out [1200PM -] Ou  [soopw =] Out )| -] ouw | -]
:
Standard Schedule
ot (0w [ (0w
Monday S00AM  1200PM  1:00PM 500 PM
Tuesday  &00AM  12:00PM  T:00PM 500 PM
‘Wwednesday S:004M  1200PM  1:00PM  500PM
Thursday  &00AM  12:00PM  T:00PM 500 FM
Friday 200AM  1200PM  1:00PM 500 PM
aturday
ray
Help Clear All | Save | Cancel |

Figure 4-11:

Setup Scheduler dialog box for a preparer
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Calendar
Settings

Calendar
Colors

3. Under the Standard Schedule tab, mark one or more boxes to select days preparer is
in the office (item #1 in Figure 4-11 on page 97). This activates the In and Out drop
lists (item #2 in Figure 4-11 on page 97).

4. Select the “in” and “out” times for the selected days (time preparer arrives at the
office, goes to and returns from lunch, leaves for the day, etc.).

5. Click Apply (item #3 in Figure 4-11 on page 97). The preparer’s “in” and “out” times
appear in the Standard Schedule grid. (item #4 of Figure 4-11 on page 97.)

6. Click Save.

Use the Detail Schedule tab to indicate where the schedule changes
for a certain time — for example, if a preparer is going to be out several

NOTES hours on a particular morning to meet a client.

In the preparer’s Appointment Scheduler window, the rows indicating
the preparer’s “out” times will be shaded a different color from the rows

indicating the preparer’s “in” times

Calendar viewing options are shown in the Calendar Settings section (Figure 4-12) of the
Calendars tab of the Scheduler Setup dialog box.

Calendar Settings

Calendar view starttime: Current Time =
Default calendar (tab displayed atlogin): Praparer =

Figure 4-12: Calendar Settings section (under Calendars tab)

These features are described with the Scheduler Setup features in Table 4-1 on page 96.
For more information, click the Help icon in the Scheduler.

To change the default colors displayed in the Scheduler calendar:

1. In the Scheduler Setup dialog box, select the Calendars tab. Default colors are dis-
played under Colors.

R T TS e S m T e T T e T AT T T e
Cuolors

+ Use application default colors " Use custom created colors
Scheduler grid background colar

Preparer scheduled starttime color

Single appointment color

Multiple appointrment color

i N

Figure 4-13: Colors section under Calendar tab in Scheduler Setup.

Click a color to open the Color dialog box for that color.
Select a new color.

N

Click OK. When you change a color, note that the Use custom created colors button
is marked automatically.

To reset the Scheduler to use the default colors, click Use application default colors.

98
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Printing and Exporting Preparer Schedules

Drake allows you to print or export (to an Excel file) preparer schedules for a specified
time range for a specific date or week. Schedules are printed or exported for all preparers.

NOTE To print or export a schedule for a specified preparer, see “Creating
Appointment Reports” on page 105.

Printing  The Print feature prints the appointments for the selected date (shown under the Current
Calendar Date). From the Appointment Scheduler toolbar, click Print, select the start-
ing and ending times, and click OK. Results are displayed in the Report Viewer, from
which you can print or export the data.

NOTE If the Weekly Calendar tab is selected, the Report Viewer displays all
appointments for the week of the current date.

Exporting The Export feature of the Report Viewer sends the data for the selected tab to an Excel
spreadsheet. To export schedule data directly from the Appointment Scheduler, click
Export, select the starting and ending times, and click OK. Results are displayed as a
printable spreadsheet.

Importing and Exporting Calendars

New for 2013: Drake’s Scheduler can now communicate with the Windows Outlook cal-
endar and with Google Calendar, sending the appointments you made in Drake’s Sched-
uler to your Outlook calendar or your Google calendar, or pulling appointments made in
Google Calendar or to your Outlook calendar into your Scheduler.

To import and export calendar appointments, you must first set up your Scheduler.

1. Login as a preparer. (This feature is not available to ADMIN.)
2. From the toolbar of the Drake Home window, click Scheduler.
3. From the Scheduler toolbar, click Setup.
4,

Set up your Scheduler as usual from the General and Calendars tabs (see “Setting
Up Scheduler Options™ on page 96), then click the Export/Import tab (Figure 4-14
on page 100).
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Drake 2013 - Scheduler Setup

Scheduler Setup
Uze the following options to customize your scheduler experience.

General | Calendar{ Export/import)

External Calendar Settings

Push to or pull from Google M
Google user name TheTaxDood@yahof
Google Passwaord

Retrieve Calendars hd

|

e A u—--—A.-Mm.A,___r.\Atqﬂ‘M\._.-ﬂ"\ T |

Figure 4-14: The Export/Import tab of the logged-in preparer’s Scheduler setup.

5. From the Push to or pull from drop list, choose which calendar program you use:
Google Calendar or your Outlook calendar.

6. If you choose Google Calendar, enter your Google user name and password. If you

have more than one Google Calendar, click Retrieve calendars, then choose a calen-

dar from the drop list.

Click OK.

Back at the Scheduler toolbar, click Push/Pull.

9. Choose to pull appointments from Google Calendar or your Outlook calendar into
your Drake’s calendar, or to send appointments from your Scheduler to the Outlook
calendar or Google. Calendar You can also choose erase the appointments that have
been pulled in from your Outlook calendar or Google Calendar.

© N

When appointments are pulled into Scheduler, you can choose from a list any appoint-
ments that you do not wish to import.

Because administrators do not have a schedule, the ability to send and
receive outside calendars is not available when logged in as ADMIN. To

NDTES import or export a calendar, log in as a preparer.

The Push/Pull feature in the Scheduler works only with Window ver-
sions Outlook 2007 and later.

Scheduling Appointments

Individual

Appointments can be scheduled for an individual preparer or a group of preparers.

Preparer schedules and appointments are carried forward each year.

NOTE Go to Last Year Data > Update Settings 2012 to 2013 and select

Preparer Schedules.

To schedule an appointment for a preparer:

1. From the Appointment Scheduler toolbar, click New Appt, or double-click an
appointment time in the schedule grid. The Appointment Detail dialog box is dis-

100
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played. (If you accessed the dialog box by double-clicking a time in the schedule grid,
it is opened to that date and time (Figure 4-15).

Drake 2013 - Appeintment Detail @
m—— [ o e | = S I
r B 0 & = ¥ 4 0 4
Find Mext Appt  Save Delete Lookup Data Entry  Organizer Proforma Help Exit
Date | 91372013 =] Time: | 11:00 AW = Duretion]® s [0 mins Preparers

SaNEIN: [00-000545  cligntyype | Fetuming =] apsoinmenttype | Individual -]
Name: |John Smith

Street, 123 Maint Street

City: |Franklin o1 NG o [28734
Phone (day): |(555)555-'\234 Evening: | Cell: |
Ext: Ext:
Bt ‘JDhn.Smith@examp\e.com E-mail Motification
Camments: i
W Add reminder [ Private appointment [~ Recurring appointment ™ Exportappointment to Outlook

Figure 4-15: Appointment Detail dialog box.

2. Select the appointment Date, Time, and Duration.
3. Complete the applicable client-information fields.

If a client record already exists in Drake, enter the SSN/EIN and press TAB. Click Yes at
the prompt and the program automatically completes the Client type, Appointment type,
Name, Address, Phone, and Email fields. If you replace data in an auto-filled field in the
Scheduler, this information is not overwritten in the client record in Drake. You can also
use the Lookup feature to access data for a client. For more on this feature, see “Finding a
Client Record” on page 104.

To access the Appointment Detail dialog box from the Data Entry
Menu within a return, right-click anywhere on the screen and select
NOTES Add Appointment from the right-click menu. Click Yes on the Autofill
prompt to complete contact information fields of the Appointment
Detail dialog box. Click Save to save the appointment information.

4. Assign the appointment to a preparer by selecting a name under Preparers. (More
than one preparer can be selected.) To clear a selection, click the name a second time.

5. (optional) Override selections made in Scheduler Setup by selecting (or clearing) the
Add Reminder, Private Appointment, or Recurring Appointment boxes at the
bottom of the Appointment Detail dialog box.

* [f Add Reminder is marked, the preparer will receive automatic alerts regarding

the appointment when logged in.

If an appointment is marked “private,” the assigned preparer will be the only one
allowed access to that appointment data.

If an appointment is marked “recurring,” you must provide information about the
frequency (Daily, Weekly, or Monthly) and the end date of the recurring appoint-
ment. (The dialog box will expand to offer options.)

6. New for 2013: If you chose to import and export your Scheduler to an Outlook calen-

der, you can automatically export new appointments by selecting the Export
appointment to Outlook check box.
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7. Click Save. The appointment will now be displayed on the schedule grid.

For a recurring appointment, you can edit a single occurrence or the
series. You can also make a group meeting recurring.

To e-mail an appointment reminder to the client, click the E-mail Notifi-
cation button. An e-mail address must be displayed in the E-mail field
NDTES in order for this feature to work.

An appointment on a preparer’s calendar can be changed by dragging
and dropping it to another section of the calendar grid. (Recurring
appointments must be changed on the Appointment Detail dialog
box.)

For a Group To schedule multiple preparers to meet with a client, follow the instructions provided in

of Preparers  “For an Individual” on page 100. Instead of selecting only one preparer in Step 4, how-
ever, you can select up to 50. (Figure 4-16) There is no need to double-click a name or to
press SHIFT or CTRL while selecting.

Preparears:

Figure 4-16: Multiple preparers selected for a group meeting.

To clear a selection, click the preparer’s name a second time.
|MPORTANT In order to save the appointment, a client name must be entered.

Batch  The batch appointment generator reviews client and recurring appointments from the pre-
Appointment vious tax year and creates new appointments in the current year’s Scheduler. You can set
Generator  workday and holiday information that will roll forward (or backward) to an available

appointment date.

This feature is available for users with administrative rights. Appoint-
NOTE ments marked “private” (see “For an Individual” on page 100) are
excluded from the batch process.

To set up appointments using the batch appointment generator:

1. From the Appointment Scheduler toolbar, click Batch Appts and select Generate
batch appointments. The Batch Appointment Generator dialog box is displayed.

Batch Appts 2. Ifnecessary, select a location from the Use last year’s appointments found on drive

drop list.

Enter (or select from the calendar) a Begin date and an End date.

W

Select the days that should be available for appointments for this year.
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5. Under Dates Not Available for Appointments, click Add to add any holidays or
other days on which appointments should not be scheduled.

Dates Mot Available for Appointments
Create a list of holiday and other dates in which your office will be clozed.

Add Date Day of 'week | Holiday / Other

Januay 21, 2013 Monday MLE. Day
February 18, 2013 Monday Piesidents Day

i

Figure 4-17: Example of dates entered that are not available for appointments

To edit or delete an entered date, select the date and click Edit or Delete.

6. Select your preference for Appointment Date Criteria. Your preference applies
when a rolled-forward appointment falls on a weekday or holiday. You can also select
to keep the day of the week (for example, if a client wants a Monday appointment
each year) or the date (for example, if a client wants to meet on the first day of a
month).

7. Click OK to begin the batch appointment process.

The program creates appointments as defined by your specifications and preferences.
Next, it displays the “Scheduler - Batch Created Appointments” report, which displays the
following information:

*  Summary of appointments that could not be generated (explanations provided)
*  Number of appointments that had conflicts
®  Number of new appointments generated successfully

In addition, the report shows (1) which appointments had conflicts, along with the new
times scheduled; and (2) the new times scheduled for all other appointments.

To undo batch-generated appointments, go to the Appointment

NOTE Scheduler, select Batch Appts > Undo Batch-generated Appoint-
ments, and click Yes. The batch-generated appointments will be
removed from the current year’s schedule.

Entering If an appointment conflicts with another, you are asked if you want to save it anyway. If
Overlapping Yes, the calendar displays a Multiple Appts note, as shown in Figure 4-18.
Appts.

BB - e s e ommt s
415 Ak

8:30 A John Smith

8:45 AM ...Continued

s00AM | |EEEEE

9154 | [GEEAESEN

9:30 A

L et e
= e

Figure 4-18: Notification of multiple appointments
To view the multiple appointments scheduled, double-click the Multiple Appts row.

Appointments are shown in the Open Appointment grid. To view appointment details,
double-click an appointment.
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Finding Next To locate the next available appointment time in the Scheduler:
Available
Appointment

-—

From the Appointment Detail dialog box, click Find Next Appt.

2. From the Find Next Appointment dialog box, choose a preparer from the Preparer

i drop list, or select Any Preparer.
Find Next Appt 3. Select starting and ending dates. The program searches all times within your date

range.

4. (optional) Specify a day of the week and set a range of times to search. If you select a
specific day of the week, that day must fall within the entered date range.

5. Click Find. Any available appointment times for the preparer are displayed.
6. Choose a date, time, and preparer and click Select to return to the Appointment
Detail dialog box with that date and time entered and preparer selected.
NOTE Preparers with no set schedules are excluded from the search.

To find a scheduled appointment, see “Find Scheduled Appointment” below.

Finding a The Lookup feature allows you to find a client’s record and insert the client information
Client into an Appointment Detail dialog box.

Record .
To locate a client record:

= 1. From the Appointment Detail dialog box, click Lookup.
u\ | 2. Select the location from which to search from the Select clients... drop list.
Lockup

3. Select a client name from the displayed list. Clients are listed in alphabetical order by
last name or entity name.

4. Click OK. You are asked if you wish to automatically fill the demographic fields (cli-
ent type, appointment type, SSN or EIN, name, address, phone number, e-mail
address). If so, click Yes. The list is closed and several fields are filled with client
data. (Content is determined by what was entered on screen 1 in data entry.)

Changing To change the details of an appointment that has already been entered into the Scheduler,
Appointment double-click the time slot of the appointment in the Appointment Scheduler. When the
Details  Appointment Detail dialog box for the selected appointment is opened, make any
changes necessary. Click Save.

Deleting an  To delete an appointment from the Scheduler:

Appointment . . . . .
1. Double-click the appointment time slot in the Appointment Scheduler.

Click Delete in the Appointment Detail toolbar.

2.
0 I 3. Click Yes to confirm the deletion.
Delete 4. Click OK to return to the Appointment Scheduler.
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Searching Appointments

Find Find scheduled appointments by searching keywords from the Appointment Details
Scheduled information for all clients. To search for a client’s appointment in the Scheduler:
Appointment

Open the Scheduler and click Search Appts to open the Scheduler Search.

2. Enter one or more keywords in the Enter Search Terms field. The program will
search all Appointment Detail information for these keywords.

[ 4

Search Appts
i 3. Select a date from the Start at this Date drop list. The program searches for all

appointments scheduled for that date and after.
4. Click Search. Results are displayed in the Scheduler Search window, as shown in
the example in Figure 4-19.

Drake 2013 - Scheduler Search @

Enter search terms:

Start at this date:

‘Smwlh

1041772013 >

10 Mum.

Prep Name |

11152013 Henry and Henrietta Smith

Time

10:00 AM
300 AW

Open ‘ Search Cancel ‘

Figure 4-19: Scheduler search results

Double-click an appointment row to view appointment details.

Creating Appointment Reports

The Scheduler works with the Reports feature in Drake to provide reports based on
appointment data. To generate a Scheduler report:

1. Open the Scheduler and click Reports. The Report Manager is opened.

2. Expand the Schedule Reports and Client Contact menus to show the four types of
reports that can be generated. These are listed in Table 4-2.

Table 4-2: Scheduler Report Types

Scheduler Report Description

Call List for all Preparers Lists the appointments scheduled for all preparers; data
types include appointment time and date, client name,
client SSN, duration of appointment, client phone, cell
phone, new client indicator, preparer’s name, and cli-

ent’'s e-mail address.

New Client Appointments | Lists new clients entered for a selected preparer; data
types include appointment time, start time, client name,

client SSN, and client phone numbers.
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Table 4-2: Scheduler Report Types

Scheduler Report Description

Preparer Appointments Lists the appointments for all preparers. Data types
include preparer name, appointment date, state time,
appointment time, client name and SSN, duration of
appointment, client phone numbers, and new client indi-
cator.

Preparer Call List Lists the appointments for a preparer; select a preparer
name from the drop list. Data types include preparer
name, appointment date, start time, client name, SSN,
and client phone numbers.

Click a report type to select it.

o

Click View Report. You will be asked if you want to create the report again using

current data; click Yes to do so.

5. Make any desired changes to the Basic Search Conditions dialog box (in the “Call
List for all Preparers” and “New Client Appointment” reports only).

6. Select the parameters to the report from the Comparison drop list (in the “Preparer
Appointments” report and “Preparer Call List” report only).

7. Set the report’s date range by typing start and end dates in the Value fields (in the
“New Client Appointments” report only).

8. Click Continue. The report is displayed in the Report Viewer. (For more information

on reports, see Chapter 12, “Reports.”)

Once you are in the Report Viewer, you can print or export the report output.

The New Client List report does not pull data from other parts of

NOTE Drake; it pulls data only from the Scheduler itself. To designate a client
as a new client, select New from the Client Type drop list (in the middle
of the Appointment Detail dialog box).

e-File Preparation

For details regarding preseason tasks for e-file, see Chapter 8, “e-File.”

Audit Protection

A comprehensive audit assistance program is available through Protection Plus. The ser-
vice works with 1040 returns, including Schedules A, C, and E, handles ITIN W-7 rejec-
tions, assists in getting denied EIC claims funded, offers tax debt relief assistance, and
pays up to $2,500 in penalties, interest, and tax liabilities should an error occur.

The audit protection program costs you nothing. A program adds $39 to the cost of prepar-
ing the return and is added to the client’s bill and fees charged to the taxpayer. The pre-
parer can increase the cost to the taxpayer by a maximum of $60.

For details or to enroll, visit myprotectionplus.com, or look for the link under the Account
Information tab of the blue menu bar of your Enterprise Office Manager. (See “Applying
for a Bank” on page 234 for information on using the EOM.)
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To set up the audit protection in the software:

1.
2.
3.

No oA

From the Home window, go to Setup > Firm(s) to open the Firm Setup dialog box.
Select a firm and double-click (or click Edit Firm from the toolbar.)

In the lower-right corner of the Firm Setup dialog box, mark the Using Audit Pro-
tection... check box. If you wish to add to the price charged the taxpayer for the audit
protection service, enter an amount from $1 to $60 (inclusive) to increase the price.
This amount will be part of the preparer fee that appears on your bank information
page (generated when you calculate the return), but will be on a separate line of the

client’s bill. If you choose not to add to the $39 price, enter $0 or just leave the box
blank.

Click Save and then Exit.

Open a 1040 return.

Form the Miscellaneous tab, open the BILL screen.

At the bottom of the screen, select the Audit Protection check box.

Tax Year 2013
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5

Return Preparation

This chapter focuses on using Drake to produce Form 1040 and the supplemental forms,
schedules, and other documents that might be part of a tax return. It is not intended as a tax
course but, rather, as a primer for using Drake Software to prepare a 1040 return. It
assumes a fundamental knowledge of tax law and a basic understanding of Drake data
entry. If you are not familiar with Drake data entry, read Chapter 3, “Basics,” before
attempting to prepare a tax return in Drake.

Screens 1 through 5 of the program provide fields for entering data directly onto the 1040.
Because many lines on the form require calculations from other forms and schedules,
some of the fields in screens 3, 4, and 5 are treated as overrides or adjustments to program
calculations from elsewhere in the program.

Taxpayer Demographics

Screen code: 1

Use screen 1 (Name and Address), accessible from the General tab, to enter data for the
top section of a Form 1040, including the taxpayer’s name, mailing address, and filing sta-
tus. Screen 1 also has fields to indicate contact information and other relevant details of
the return.

Selecting a Filing Status

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

Entering Taxpayer Information

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

e-File specifications require that no more than 35 characters of a taxpayer’s name be trans-
mitted on a tax return. In Drake, names of more than 35 characters (taxpayer and spouse
named combined) are automatically shortened, and a NOTE is generated. If, after the
name is shortened, it is still too long, you will be directed in a NOTE to shorten the name
manually on screen 1. Press F1 in the taxpayer’s First name field on screen 1 for further
instructions.

Below the E-mail/text msg field, indicate if a taxpayer is a dependent of another, is a full-
time student, wants to donate to the Presidential Campaign Fund, or is blind.

Tax Year 2013
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NOTES If the taxpayer was a victim of identity theft, enter his or her IRS—
assigned PIN in the Identity Protection PIN field on the MISC screen.

Entering Residency Information

The Mailing Address section of screen 1 includes fields for both domestic and foreign
addresses.

To indicate a stateside military address, mark the Stateside military
NOTE address box on screen 1. Enter combat and special processing code

information on the MISC screen (accessible by clicking the Combat
Zone link on screen 1).

State and  If the resident state differs from the state in the mailing address, select the appropriate
Local Data state code from the Resident state drop list near the bottom of screen 1. If the taxpayer is
a part-year (PY) resident of the state in the mailing address, select PY from the Resident
state drop list. To keep a state return from being calculated, select 0 from the Resident
state drop list The Resident city drop list is activated if a city return is required. The
School district drop list is activated when needed.

Tl P Press CTRL+SHIFT+S in the Resident city or School district to search
for options for those fields.

Indicating a Deceased Taxpayer
If the primary taxpayer is deceased:

1. Enter the date of death in the taxpayer’s Date of death field on screen 1.

2. In the In care of field (just above the Mailing Address section), enter the name of
someone (surviving spouse, child, legal representative, etc.) to whom all tax-related

information should be addressed. (For MFJ returns, enter a name only if it someone
other than the surviving spouse.)

NOTE If there is a name in the In care of field, all correspondence generated
by the program (letters, bills, etc.) will be addressed to that person.

Required Fields

Fields that require completion before a return is eligible for e-file are highlighted in blue
(Figure 5-1 on page 111).
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Fields required
for e-file I
Mailing Address

Street address | Apt#
City.
U.S. ONLY State ZIP County

__Bj |
Foreign ONLY Province/State Country ~ Postal Code
[ =Click to Access= | =]

Foreign address fields locked \}

Figure 5-1: Required fields and foreign address fields

Reminders appear when you try to escape from a screen on which required fields have not
been completed. You can set up the software to remind you every time you leave a
required field blank, to remind you only once per data-entry session, or not at all. From the
Home window, go to Setup > Options > Data Entry tab to make choose these setup
options.

From the Home window, go to Setup > Colors to change the color of the required fields.

Foreign Addresses

Fields for adding foreign address information have been included on many Drake data-
entry screens. These fields are locked to keep incorrect address data from being entered
(Figure 5-1). Click the field to unlock foreign address fields throughout the return. Close
the return and re-open it to re-engage the lock for unused screens.

To use the foreign address fields, enter in the first field the name of the foreign province or
state, as appropriate. Select the appropriate foreign country from the drop list, and then
enter the postal code, if appropriate.

Exemptions

Screen code: 2 Use screen 2 (Dependents), accessible from the General tab, to complete the “Exemp-
tions” section of Form 1040. Use a separate screen for each dependent, pressing PAGE
DOWN to open each new screen. Data is saved automatically upon exiting a screen. The
number of active Dependents screens is shown on the Data Entry Menu. (Figure 5-2).

|In-:-:"w-3 | Adjustments | Credit

Mame and Address
Dependents - (3)
NICOME
Adjustments
Payments

. g__‘r_.ﬁ.slim_qtgﬂdla;w e

pm oo o ral—

Figure 5-2: Number of Dependents screens that contain data

Enter the required data, including the dependent’s full date of birth, at the top of screen 2.
A dependent’s age is displayed once a birth date is entered (Figure 5-3 on page 112).
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Dependent Information R . State Information

P Use <F3= to switch to grid mode AR LA NY-EIC NY-272 PA

Months

Dependent firstname M. Lastname (if different)  Suffix SSN Relationship inhome  pate of birth
|Frank [ |244-55-6666  [sow ][z =] [10-07-2007
Childcare Expense Information Form 2441

) i ) ; [ o Avedeterminedny

Qualifying childcare expenses incurred and paid in 2013 2550 date of birth 2 of 12/3112013
Portion of qualifying expenses provided by emMpPIOYEL. ..o 1000

S SSGR wr= FURNURED o= TSN sy SO LS |

Figure 5-3: Calculated age is displayed once birth date is entered

Figure 5-3 shows the default screen 2. Grid data entry can also be

Tl P used for entering dependent information. To switch to grid data entry

mode, press F3. See “Grid Data Entry” on page 77 for more informa-
tion.

Entering Dependent Last Names

By default, the primary taxpayer’s last name is used for all dependents. Complete the Last
Name field on screen 2 only if the dependent’s last is different.

Selecting “Months in Home”

By default, the program calculates the return as if a dependent lived with the taxpayer for
the entire year. Complete the Months in Home field on screen 2 only if a dependent did
not live with the taxpayer for all 12 months.

If “00” is selected for the months in the home for a son or daughter, the dependent is clas-
sified as one who did not live with the taxpayer due to divorce or separation. If “00” is
selected for another type of dependent (parent, grandchild, etc.) the program applies the
“Other Dependent” classification, regardless of the relationship. To override these classifi-
cations, select the applicable boxes in the Additional Information section at the bottom
the screen. (See “Additional Dependent Information” on page 113)

Claiming a Dependent (for Split Returns)

T = Taxpayer
S = Spouse
J = Joint

If taxpayers are married and want to split the return to see if filing separately would be
more beneficial than filing jointly (see “Splitting a Joint Return” on page 82), use the TSJ
drop list on screen 2 to assign the dependent information to the correct person. (See
Figure 5-4 in the following section.)

A TSJ code also should be selected if the state has an MFS (Married Filing Separately)
combined option. The program default is T (Belongs to the Primary Taxpayer).

Entering State Data for a Dependent

Select a state from the State drop list (Figure 5-4 on page 113) to specify which state
should receive the dependent data. This selection helps ensure that dependent credit infor-
mation flows to the correct state return. This information is necessary in some situations
(for example, if the parents of the dependent are MFS and reside in different states).

112
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T3l ¥ State hd tate codes I

Figure 5-4: Fields for TSJ, State and State codes

Enter a state code (disabled, adopted, etc.) as applicable in the State codes field. To view
all state codes, click inside the State codes field and press F1. Review the information for
the state and enter the appropriate term. (For example, Disabled or NYDEP.

Additional Dependent Information

Screen 2 contains fields for other dependent-related data. Information on the below-listed
fields is provided elsewhere in this document.

® Childcare Expense Information — See “Child and Dependent Care Expenses
Credit” on page 154.

* EIC Information (and related due diligence questions) — See “Earned Income
Credit (EIC)” on page 166.

It could be necessary to override or further clarify dependent information entered on
screen 2—for example, if a child is over 18 and disabled or is not a U.S. citizen. Use the
Additional Information section of screen 2 for this kind of data.

Personal Service Income (W-2, 1099-MISC)

W-2

Screen code: W2

Links

Use the W2 and 99M screens, both accessible from the General tab, to enter personal ser-
vice income data from a taxpayer’s W-2 and 1099-MISC forms, respectively.

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

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

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

If, after contacting (or attempting to contact) the employer, you suspect

NOTES fraud, immediately contact the nearest IRS Criminal Investigation office

or call the IRS’s tax fraud hotline at (800) 829-0433.

Links are provided from the W2 screen to screens 2441 (for entering Child and Dependent
Care Expenses), screen 8880 (for entering data to calculate the Qualified Retirement Sav-
ings Contributions credit), and screen SEHI (for entering data to calculate the Self-
Employed Health Insurance deduction).
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W-2  Verification fields (activated from Setup > Options > Data Entry tab) help ensure that
Verification wage and withholding amounts are correct by requiring re-entry of federal and state wage
and withholding amounts at the bottom of screen W2 (Figure 5-5).

Wages and Withholding Verification
To ensure the accuracy of wages and withholding amounts, re-enter the amounts from boxes 1, 2, 16, and 17 ofthe client's W-2.

Federal State1 State 2 (If applicable)
1 Wages, tips 2 Federal taxwin 16 ST wage 17 ST tax 16 STwage 17 STtax

Figure 5-5: Verification fields for federal and state wages and withholdings

An EF message is generated if a verification amount does not match the corresponding
amount entered. Amounts must be corrected before the return can be e-filed.

Foreign To indicate a foreign employer on screen W2, enter the city in the City field of the
Employers employer address, and in the Foreign ONLY section, enter the province or state, select a
country from the Country drop list, and enter any relevant Postal Code. See example in
Figure 5-6.

Employer information is required for e-file

ElM. 54-5454545

Mame. |I-‘epe 's Powerful Perfumes

Mame cont........... |

Street |1234 Rue La Fu
o [paris

U.S.0NLY State ZIP
j'
Foreign ONLY Province/State Country Pastal Code
|z2e-de-France [ =] [75002

Figure 5-6: Entering foreign employer information on W2 screen

Screen code: FEC ~ If no W-2 was issued by the foreign employer, use the FEC screen (Foreign Employer
Compensation), accessible from the Income tab of the Data Entry Menu, to enter
employee, employer, and income information.

NOTE For information on the foreign income exclusion (Form 2555), see
“Excluding Foreign Income” on page 145.

Statutory Because all statutory employees must file Schedule C for expenses related to W-2 income,
Employees Schedule C is created for a statutory employee.

To indicate a statutory employee and generate Schedule C:

1. Open a W2 screen for the employee, and select Stat employee (line 13).

2. From the Special tax treatment drop list (Figure 5-7 on page 115), elect the associ-
ated Schedule C.
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Clergy

Corrected or
Altered W-2

Do Not
Update

ITIN on
Screen 1

Substitute
W-2, 1099-R

Screen code: 4852

Form W2 - Wage and Tax Statement i

TS|T =~| F r@maltaxtreatmem 1)
Employer information is required for e-file 1
52-5252525 2
3 Statutory employvee wages for Schedule C #
Wayne's Wonderful Widgl4 Scatutory employee wages for Schedule C #
5 Statutory employvee wages for Schedule C #
I—ﬂ & Statutory emplovee wages for Schedule C #
123 Main Street 7 Statutory employee wages for Schedule C #
Franklin 8 Statutory emplovee wages for Schedule C #
B N A Y angraet = _sreupy F LS RS TS S = e AR man

Statutory employvee wages for Schedule C #
Statutory employee wages for Schedule C #

Street...

Sl

1
2
3
4
5
6
7
g
8

e

Figure 5-7: W-2 in this example is associated with the second (#2) Schedule C entered

The earnings amount from screen W2 flows to Schedule C, line 1.

Members of the clergy receive a Form W-2 but do not have Social Security or Medicare
taxes withheld from their wages. They report and pay their Social Security and Medicare
taxes by filing Schedule SE. Report their wages on screen W2.

To indicate the wages are for a member of the clergy, from the Special tax treatment drop
list, select C or P:

® Select C if the church is electing to treat the minister as a regular employee, is with-
holding Social Security, and is assisting the minister with payment of his or her Social
Security and Medicare taxes.

® Select P if the minister is paying his or her own Social Security and Medicare taxes.

Also see “Clergy Expenses” on page 146, “Income From Church” on page 148, and “Min-
isterial Income Allocation” on page 151.

For more information see IRS Publication 517.

Near the bottom of the W2 screen are check boxes to indicate that a W-2 was altered,
handwritten (non-standard), or corrected. Select the applicable box for a W-2 that has been
changed.

The Do not update check box will affect the 2014 tax return. If you select this box, next
year when you update your tax returns (Last Year Data > Update Clients 2013 to 2014)
W-2 info from this year’s return will not be carried into 2014’s W2 screen.

If either the taxpayer or the spouse has an ITIN entered on screen 1, the taxpayer’s TIN
from Form W-2 must be entered in the field at the bottom of al/l W2 screens for the tax-
payer and the spouse. The program does not automatically use the ITIN entered on screen
1, and a return with an ITIN cannot be e-filed unless this field on all screens W2 is com-
pleted.

Form 4852 serves as a substitute for Form W-2, Form W-2c¢, or Form 1099-R when a tax-
payer either did not receive one of these forms or an employer issued an incorrect one.
Form 4852 is not generally filed before April 15.

Use the 4852 screen, accessible from the Other Forms tab, to fill out Form 4852.

NOTE The generated Form 4852 uses data entered on the corresponding W2

or 1099 screen (for Form 1099-R).
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W-2 Import If your client is an employee of a company that uses W-2 eXpress®, that client’s W-2 can
be downloaded directly into Drake. See the Drake Support site (My Account > W-2
Block Purchase) for information on purchasing W-2 downloads and a list of companies
that supply employee W-2s using this service.

To import W-2 information:

[y

- a3 From the Data Entry Menu toolbar of the client’s return, click Import > W2
Import C5h Import'
2. Inthe W2 Download dialog box, select Taxpayer or Spouse as applicable. The name

and SSN of the selection is displayed below the Taxpayer/Spouse drop list (see
Figure 5-8).

Drake 2013 - W2 Download [ || & |[o23a)

T axpayer/S pouse: Taspayer <
“Williarn Carter
A0000EEEE

FIN 10203040
Download

Progress

Figure 5-8: Name and SSN appear in W-2 Download dialog box

3. Enter the client’s PIN (supplied by the employer).

In some cases, the employer will provide the format for a PIN (for
NOTE instance, if the company uses the last four digits of the employee’s
SSN), but will not provide the PIN itself.

4. Click Download, and then click Yes to continue.

5. When the “W2 Download Complete” message is displayed, click OK. The W2 screen
for the taxpayer now contains the downloaded information.

Purchase W-2 downloads in sets of 15 ($25 per set). Each instance of a
downloaded W-2 counts as one against your total (even if the same

NOTE W-2 is downloaded twice). If, however, the client has W-2s from multiple
employers and all W-2s are downloaded in the same session, it counts
as only one download. If the W-2s are downloaded in separate
sessions, each session counts as one against your total.

2D Barcode For W-2 forms with a 2D barcode, W-2 and K-1 data can be scanned into Drake (1040
Scanning package only). Open the program to the client’s Data Entry Menu (not the W2 or K1
screen) to scan the barcode; the scanned information appears on the applicable screen. For
example, if a W-2 is scanned, a W2 screen is opened that contains the data from the W-2.
Guidelines for scanning are provided below.

®*  When scanning the information, the program opens a new screen containing the infor-
mation. It does not overwrite previously entered data on a W2 or K1 screen.

® The IRS issues guidelines for the 2D barcode. If the software producing the barcode
follows these guidelines, the correct information will be entered on the Drake screen.
If not, you will need to verify that the scanned data was correctly transferred to the
screen.
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®* For Form W-2, the 2D barcode picks up only what is on the W-2. In the case of multi-
ple city withholding (which is on a separate schedule that does not fit on the W-2), the
extra information must be typed in after the barcode is scanned.

®*  Most barcode scanners can be used, but Drake recommends the Honeywell/Metro-
logic MS1690 Focus.

1099-MISC

Screen code: 99M  Use the 99M screen to enter data from Form 1099-MISC. Select from the TS drop list at
the top of the 99M screen to whom (taxpayer or spouse) this 1099 information belongs. To
associate the 99M information with a specific line or form within the return, make a selec-
tion from the For drop list. If associating it with one of multiple forms, enter a Multi-
form code. (See “Associating One Screen with Another” on page 82.)

Passive and Investment Income (1099-DIV, etc.)

This section covers interest and dividend income from both domestic and foreign sources.
To enter rental income data in Drake, see “Supplemental Income” on page 132. To enter
foreign earned income, see “Foreign Earned Income” on page 145.

Interest and Dividends

The INT and DIV screens in Drake reflect the 1099-INT and 1099-DIV forms, respec-
tively. Data from the INT and DIV screens is carried primarily to Schedule B, Interest and
Dividends, and, when applicable, to Form 1116, Foreign Tax Credit.

Income Less In general, no Schedule B is required if interest and dividend income does not exceed
than $1,500  $1,500; amounts can be entered instead directly on screen 3 (Income) (Figure 5-9).

i e AT ST T e M e TS e i et T e i T e

R L
7 Taxable scholarships not repofted on W-2 7 | [

7 Otherincome reported on line 7 (NOT W-2 wages 7| [
|__Householdincome [ Prisonerincome Foreign Employer Compensation

Interest income (NO Schedule B required INT ga | |
Tax-exempt interest (NO Schedule B required | [

Dividend income (NO Schedule B required DIV g [ [

EH
L P e v S U ST L RS O TP

Figure 5-9: Interest and dividend fields on screen 3

The Income screen amounts are calculated and the results flow directly into Form 1040.
Any interest or dividend income entered on the INT or DIV screens is combined with the
screen 3 amounts when the return is calculated. Do not duplicate entries.

Schedule B, Interest and Ordinary Dividends

Use the INT and DIV screens to report interest and dividend income that exceeds $1,500.
Amounts are generated for Schedule B and flow into Form 1040.

Reporting  Certain portions of ordinary dividends (domestic dividends not taxable by a state and ordi-
Portions of nary dividends that are U.S. Government dividends) can be expressed on the DIV screen
Dividends s cither amounts or percentages (Figure 5-10 on page 118).
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Schedule B,
Part il

State-
specific
Information

Amount Percent
Percent oflines 1 and 2 that are nominee dividends and capital gains -
Dividends included in Box 1a that are NOT taxable onthe state .../l ‘ or |
Dividends included in Box 1a that are U.S. Government dividends................... or |
o i AR o A, ARk, s b s A N, ___“r-.---nx_.nﬁ_\“‘__‘_ = \\."‘“

Figure 5-10: Enter portions of ordinary (line 1a) dividends
as amounts or as percentages of the total.

Some taxpayers with bank or other financial accounts in foreign countries must file
Schedule B regardless of the income amount. This data, along with other Schedule B data,
is entered in the Schedule B Part I1I section of the INT screen, (Figure 5-11).

This section has a field for indicating whether or not the taxpayer is
required to file an FBAR (FinCEN Form 114) Report of Foreign Bank

NOTE and Financial Accounts (also known as Form TD F 90-22.1). If the

Schedule B Part lll section is being completed, a selection from this
drop list is required. See the “New for 2013” note on this page for import-
ant information on Form TD F 90-22.1.

Schedule B Part Il Foreign Account Questions (Enter on the first INT screen only)

Taxpayer had interestin or signature over a foreign financial account?

If *Yes " is taxpayer required to file FBAR? WholustFile

If ™Yes,” (taxpayer is required to file FBAR) name foreign country.

JJ

Received a distribution from or were grantor of, or transferor to, a foreign trust

Figure 5-11: Schedule B Part III fields on the INT screen

Both the ...foreign financial account and ...foreign trust items must
be answered. Select Yes or No from the drop lists. If either is left blank,
a NOTE is generated, alerting you to this fact.

NDTES If you do not have to file FBAR, do not make a selection from the

...name foreign country drop list.

For taxpayers with interest in more than one foreign account, or distri-
butions from more than one foreign trust, press PAGE DOWN and open a
new screen for each country.

Due to new U.S. Treasury Department regulations, all Bank Secrecy
Act (BSA) forms must be completed online. This includes FBAR, Report

NEW FOR of Foreign Bank and Financial Accounts (also known as Form 90-22.1).

In Drake, screen FBAR (or screen 9022) contains a link to the Financial

20]3 Crimes Enforcement Network’s BSA e-Filing System’s website.

Taxpayers required to file an FBAR must complete Form 114a, Record
of Authorization to Electronically File FBARs, to allow tax preparers or
other third parties to file the FBAR for them.

The State-specific information section has a drop list to designate Maine, Massachusetts,
Oklahoma, or Tennessee for bank interest; a field for state identification numbers for
Michigan, Minnesota, New Hampshire, and Rhode Island returns; a field for entering the
amount of state tax withheld; and choices for Illinois returns (Figure 5-12 on page 119).
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State-specific information

Tl Bankinterest
1D number (for use by MI, MN, NH & R
State tax withheld on this 1099-INT.

T1 IL Schedule M interest source description Enter on "State tax-exempt interest” line above
IAtaxable interest income

Figure 5-12: State-specific fields on INT screen

In the IA taxable interest income field (available on both the INT and DIV screens),
enter the amount of taxable interest income from lowa (Figure 5-12).

A new section was added to the DIV screen for breaking down tax-
NEW FOR exempt interest for state purposes. Of any tax-exempt interest entered
on line 10 of the DIV screen, you can enter either an amount or a per-
20]3 centage of the line 10 amount that should be allocated as state munici-
pal interest. This new section of the DIV screen corresponds to a similar
section of the INT screen.

1099-0ID

Enter interest from Form 1099-OID, Original Issue Discount, on either screen 3 (if less
than $1,500) or the INT screen (if $1,500 or more).

Foreign Interest and Dividends

Use the INT and DIV screens to report interest and dividend income from foreign
accounts and trusts. As applicable, this data flows to Form 1116, Foreign Tax Credit. The
following Form 1116 capabilities are included on the INT and DIV screens:

* A section for foreign tax credit information

®  Ability to associate information from an INT or DIV screen to an 1116 screen
* Ability to suppress Form 1116 if it is not required for the return

®  Ability to open the 1116 screen in the program via a Form 1116 link

Foreign Tax Use the Form 1116/FTC information section of the INT or DIV screens to report any
Credit Data interest and dividend income from foreign accounts and trusts. Figure 5-13 shows this sec-
tion as it appears on the DIV screen.

Form 1116/ FTC Information

6  Foreign tax paid. [~ 1116 NOT required Form 1116
7 Foreign country. | ﬂ
Type of income.......... :" Date paid or accrued.........cccooeee. [” Accrued Fic

Figure 5-13: Form 1116 section of DIV screen

If data is entered in this section of the DIV or INT screen, Form 1116 is generated auto-
matically. Data entered here does not have to be re-entered on the 1116 screen. In fact, if
amounts are entered on both screens, the program combines the two amounts and prints
the total on the return.
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Associating
Data with the
1116 Screen

Screen code: 1116

Suppressing
Form 1116

Because the INT/DIV screens include the most commonly used Form 1116 fields, and
because Form 1116 is generated if these fields contain data, it may not be necessary to
enter anything onto screen 1116. If, however, a return has a less-common foreign income
factor, such as a carryover, you must enter that data on screen 1116.

You can associate the DIV and INT screens with an 1116 screen so that the generated
Form 1116 incorporates the applicable data from all applicable screens. To associate the
Foreign Tax Credit information in a DIV or INT screen to an 1116 screen:

1. Complete the Form 1116/FTC Information section of the DIV or INT screen.
(See Figure 5-13 on page 119.)

2. Enter a number into the FTC field of this section. (See Figure 5-13 on page 119.)
3. Open the 1116 screen to be associated with the DIV or INT screen.
4. Type the FTC number (from Step 2) into the FTC field (Figure 5-14).

Form 1116 - Foreign Tax Credit
TsJ = 4

Type of income taxed............ 4

Resident country.............~=
AAAAA PRI T N v

Figure 5-14: FTC field at top of 1116 screen

The program uses this “FTC number” to associate the 1116 screen with the other screens
and calculate the correct information for Form 1116.

By default, Form 1116 is generated with the return if any data is entered into the Form
1116/FTC Information fields. If these fields include data but a Form 1116 is not required
and you don’t want one generated, select 1116 NOT required. (See Figure 5-13 on

page 119 to view the check box as it appears on the DIV screen.)

For more on Form 1116 in Drake, see “General Business Credits” on page 156.

Taxable Refunds

Screen code: 99G

Screen code: 3

Enter state and local taxable refunds for the current year on the 99G screen (Form 1099-G,
Certain Government Payments). Taxable refund amounts are calculated and carried to the
“Taxable refunds” line of Form 1040. Because the amount shown on this line can be
affected by limitations computed from the Drake worksheets, the program allows you to
adjust it.

To adjust the taxable refund amount shown on the 1040, go to screen 3 and enter the
amount of prior-year state or local refund the taxpayer received in the current year. Be
aware that no calculations are done on the amount entered on screen 3. Use the 99G
screen if you want the system to compute the taxable amount.

A flagged Taxable refund field indicates that the displayed amount was
carried forward from a prior-year return. To clear the field, press F4 (if

NOTES the amount is correct) or enter a new amount.

Screen 99G is also called the Government Payments screen. Unem-
ployment compensation is also entered on this screen.
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Alimony

If the taxpayer received alimony, enter the amount on screen 3 in the Alimony received
field. Enter paid alimony information on screen 4.

Self-Employment Income (Schedule C)

Screen code: C Screen C, Self-Employed Income, covers Schedule C, Profit or Loss from Business (Sole
Proprietorship). Access screen C from the Income tab. Several screens in Drake (such as
the 99M, AUTO, and 4562 screens) can be associated with a Schedule C using the For
and Multi-form Code boxes of those screens. (See “Associating One Screen with
Another” on page 82.)

NOTE Enter data for Schedule C, Part 1V, Information on Your Vehicle, on the
AUTO screen.

Program Defaults for Screen C

The program’s default accounting method (item F) is cash. Select Accrual or Other, as
applicable, for accounting methods other than cash. If Other, include a description.

The program’s default position for activity type (item G) is that the activity is not a passive
activity (option D). For more information on activity-type options, see “Business Codes,”
following.

The program’s default position for investments (item 32b) is that all investments are at
risk. If this is not true for your client, select Some investment is NOT at risk. (Note that
item 32b includes a link to screen 6198 for entering data to compute deductible losses for
Form 6198, At-Risk Limitations.)

The program’s default inventory valuation method (item 33) is cost. If the valuation
method is not cost, either:

®* Mark the Lower of cost or market check box
*  Mark the Other check box, then:
— Click the SCH link to open the SCH screen for unformatted attachments.

— From the Type of attachments drop list, select 037 - Sch C Ln 33, Close Inven-
tory.

— Enter a number in the Multi-form code box (if appropriate)

— Enter an explanation in the large text box under the multi-form code field

Business Codes

Press To locate a specific business code, place the cursor in the Business Code box (field B) and
geTgrLCJ;,Sg;Z;S to press CTRL+SHIFT+S. Enter a search term and click Go. All codes that include the search
' term are displayed as shown in the example in Figure 5-15 on page 122.
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Drake 2013 - Data Entry - Search EI = @

Flease input search data @aﬂical Go )

Results:

621510 Medical & diagnostic laboratories
339110 Medical egquipment & supplies mfg.

B R e AR s o it Ay, gt G,
Figure 5-15: Example of a business-code search on screen C

Double-click the desired code or select one and click OK or press ENTER.

Activity Type Codes

Screen C offers two options for activity type (item G) and shows where on Form 8582,
Passive Activity Loss Limitations, the calculation flows, if applicable:

Option B: Other passive activity (Form 8582, line 3, All Other Passive Activities)
Option D: Not a passive activity (Default; does not flow to Form 8582)

The program default is option D, Not a passive activity. Select D or leave this field blank
if this is not a passive activity. Select option B to indicate a passive activity.

NOTE This drop list does not contain an option A or an option C.

Tax Treatment Codes

Screen C contains a Special tax treatment code drop list (Figure 5-16).

r 1 Special tax treatment codew I

N - Exempt notary income
D - Meals are subject to the DOT hours of service rules
P - Paper boy excluded from SE (under age 18)

B - Qualifying income under the Military Spouses Residency Relief Act
S - SMLLC

Figure 5-16: Special tax treatment code drop list on screen C

Taxpayer Filing Form 1099

Depreciation

If the taxpayer made any payment in 2013 that would require him or her to file any Forms
1099, mark the Yes box on line I; otherwise, mark the No box.

If the taxpayer filed—or will file—the required Forms 1099s, mark the Yes box on line J;
otherwise, mark No.

Use the Depreciation Detail (4562) screen to enter depreciable assets for Schedule C.
Note that on screen C, the Depreciation field is an adjustment field, and that an amount
entered there adjusts the calculated amount from the 4562 screen that flows to the “Depre-
ciation and section 179 expense deduction” line of Schedule C.
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For more on entering depreciation in Drake, see “Depreciation” on page 177.

Loss on Schedule C

If Schedule C shows a loss and all investment is not at risk, the program produces Form
6198, At-Risk Limitations. If part of a loss may be disallowed, enter the required data on
screen 6198. If the taxpayer does not materially participate, the loss could be limited by
Form 8582, Passive Activity Loss Limitations. This is computed automatically.

e-Filing Schedules C and C-EZ

Only one Schedule C-EZ can be e-filed per return, but up to eight Schedule C forms can
be e-filed per taxpayer. If necessary to allow e-filing, keep the short form (EZ) from being
generated by selecting the Suppress Schedule C-EZ box on screen C.

Sales of Assets

Screens for entering gains, losses, and sales of assets are listed in Table 5-1. These screens
can all be accessed from the Income tab of the Data Entry Menu.

Table 5-1: Screens for Entering Gains and Losses

Screen Screen or Form Name

8949 Form 8949, Sales and Other Dispositions of Capital Assets (This screen also
covers Schedule D and Form 1099-B and can be accessed from the selector

field by using the 8949, D, or 99B codes.)

D2 Loss Carryovers and Other Entries (not an IRS form)

2439 Form 2439, Notice to Shareholder of Undistributed Long-Term Capital Gains
4255 Form 4255, Recapture of Investment Credit

4684 Form 4684, Casualties and Thefts

4797 Form 4797, Sales of Business Property

6252 Form 6252, Installment Sale Income

6781 Form 6781, Gains and Losses From Section 1256 Contracts and Straddles
8824 Form 8824, Like-Kind Exchanges

HOME Worksheet for Sale of Residence (not an IRS form)

99C Form 1099-C, Cancellation of Debt

When forms require identical data (such as when amounts from the 4684 and 6252 screens
must be carried to Form 4797), Drake prints the data on the appropriate forms.

Capital Asset Reporting

Screen codes Capital gains and losses from stocks, bonds, mutual funds, and other investments are to be
8949, b2 listed on the Form 8949, Sales and Other Dispositions of Capital Assets, and summarized
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Form 8949,
Schedule D,
Form 1099-B

on Schedule D. Information for these forms is entered on screens 8949 and D2. These
screens are available under the Income tab of the Data Entry Menu.

Form 1099-B, Proceeds From Broker and Barter Exchange Transac-

NOTE tions, reports individual transaction information and contains cost basis

fields for brokers who are required to supply such information. Enter
1099-B data on screen 8949.

Screen 8949 has fields for Form 8949, Schedule D, and Form 1099-B data. Following are
some guidelines for data entry on this screen, first for 1099-B information, and then for
8949—specific information.

Date of Sale or Exchange — If a single date does not apply, type Bankrupt,

Worthlss, or Expired, as applicable. Select S or L from the Type of gain or

loss drop list to have it treated as short-term or long-term. (If Expi red is entered,

the return must be paper-filed.)

Date of Acquisition — Enter the date acquired as an eight-digit number using MMD-

DYYYY format. This date is used to determine whether the sale is short-term or long-

term. Enter VARTOUS, INHERIT, or INH2010, asapplicable. (Only “Various,”

“Inherit,” and “Inh2010” are acceptable for e-filing.) Select S or L from the Type of

gain or loss drop list to have it treated as short-term or long-term.

Type of gain or loss — Select from the drop list to describe the gain or loss as long

term or short term.

Stock or other symbol — Enter the stock or other symbol for the security sold.

Quantity sold — Enter the quantity of securities sold.

Proceeds from sale... — Enter the sale amount. If only the gain amount is available,

enter the gain amount and leave the Cost or other basis field blank.

Cost or other basis — Enter the cost or basis. If only the loss amount is available,

enter the loss amount and leave the Proceeds from sale... field blank.

Federal tax withheld — Enter the amount of federal tax withheld from the proceeds

of a sale.

Wash sale loss disallowed — Enter amount of wash sale loss that is disallowed.

Description — Enter description of capital gain or loss item using stock ticker sym-

bols or abbreviations. (Limit 32 characters)

Basis not reported... — If the asset being entered is not being taken from a Form

1099-B, indicate why by selecting an option from the drop list.

Adjustments — Up to three adjustments per screen are permitted. For each adjust-

ment, select the applicable code from the drop list and enter the amount of adjustment

(and AMT adjustment, if applicable) to the gain or loss.

AMT — Several AMT-related fields are included on screen 8§949:

— The Capital Gains and Losses worksheet (D AMT) will use the same number as
the regular Schedule D unless entries are made in the AMT Adjust. to gain/loss
and AMT Cost Basis fields on screen 8949.

— Ifthe U.S. Real Property sold by a nonresident box is marked, the program
might have to do a special calculation for line 30 of Form 6251 (AMT — Individ-
uals); see Form 6251 instructions for more information.

— Amount of gain or loss subject... — Enter amount of gain or loss subject to
28% rate.
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Screen D2,
Carryovers &
Other

Entries

Short- and
Long-Term
Transactions

® State Use Only — Check with your state for required codes.

*  Summaries — If you are reporting only the totals of 1099-B transactions rather than
reporting individual transactions, read the notes at the bottom of the 8949 screen. For
information on using paper document indicators with e-filed returns, see “Paper-Fil-
ing Forms and Supporting Documentation (Form 8453)” on page 255. For informa-
tion on attaching PDF documents to e-filed returns, see “Binary Attachments” on
page 194.

Screen D2 has fields for short-term gains/losses from other sources, long-term gains/
losses from other sources, loss carryovers from the prior year, capital gain tax computa-
tion, and federal withholding. If Drake was used for the taxpayer last year, the gains/losses
and carryover fields are updated automatically.

If amounts to be entered on screen D2 differ due to AMT, enter them under the AMT if
Different column. For information on override fields, press F1 in a selected field.

New for 2013: Lines 1a and 8a of Schedule D has been added to screen D2 for reporting
all short-term and long-term transactions for which basis was reported and for which there
are no adjustments.

Open screen D2, and in the Proceeds field of line 1a, enter the total sales price, and in the
Cost or other basis field, enter the cost or other basis for all short-term transactions
reported on Form 1099-B for which basis was reported to the IRS and for which you have
no adjustments. Enter information on the long-term transactions on line 8a.

An entry on either line 1a or 8a means you will not be making an entry on screen 8949.

Schedule D Imports

Create a
Worksheet

Use the Schedule D Import tool to import capital gain and loss transaction data from an
Excel or other worksheet into Drake.

Before you can use this feature, you must have a worksheet containing the transaction
data. This worksheet should be saved as a Microsoft Excel, TAB, or CSV file, with each
column labeled (in order) for a field on screen 8949. Part of a worksheet is shown in
Figure 5-17. Suggested labels are shown in Table 5-2 on page 126.

A B C D E F G
1 TSI F State City Sold | Acquired  Type )
2 T F NC Franklin  1/1/2013 12/12/2003 s

3
4
2 NP e A LA R, B e s

Figure 5-17: Screen 8949 fields as columns in Excel worksheet

Columns must be in the same order as the fields on screen 8949. When looking at Table 5-
2, which shows the field/column order, note that the column names do not have to match
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the field names exactly. A good place to save worksheet is the Documents folder of the cli-
ent’s DDM.

Table 5-2: Spreadsheet Columns for Schedule D Import

Spreadsheet

Associated Field on Screen 8949
Column

TSJ

F

State

A
B
C
D

City

m

Date of Sale or Exchange

-n

Date of Acquisition

Type of gain or loss

I ®

Stock or other symbol

| Quantity Sold

J Proceeds from sale of stocks, bonds, or other capital assets

K Loss not allowed based on amount in box 2 (Note: To have a check mark appear
in this field, enter any character into the spreadsheet column.)

—

Cost or other basis

Federal tax withheld

Wash sale loss disallowed

Description

State

State ID

State tax withholding

Basis not reported/Form 1099-B not received

Form 8949 Adjustment #1 Code

Adjustment #1

Adjustment #1 AMT

Form 8949 Adjustment #2 Code

Adjustment #2

Adjustment #2 AMT

Form 8949 Adjustment #3 Code

ZIN|<|x|S|<|c|4|o|n|0o|Dv|0O|Z|E

Adjustment #3

AB Adjustment #3 AMT

AC Amount for 28%

AD All 28% rate (Note: To have a check mark appear in this field, enter any character
into the spreadsheet column.)
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Table 5-2: Spreadsheet Columns for Schedule D Import

Spreadsheet . .
P Associated Field on Screen 8949
Column
AE AMT Cost Basis
AF US Real Property (Note: To have a check mark appear in this field, enter any char-
acter into the spreadsheet column.)
AG State Use Code
AH State adjustment
Al State Cost or Basis

Importing  To import the information:

Saved Data

Sales of Assets

1099-S
Transactions

1.

i

6.
7.

Open the client’s file to the Data Entry Menu and click Import > Schedule D
Import/GruntWorx Trades from the toolbar. The Schedule D Import/Grunt-
Worx Trades instructions are displayed.

Click Next to open the Step 1 dialog box.

Click Browse (to the right of the 1. Import File Name ficld) to locate the file to be
imported.

Once you have selected the file to be imported, click Open. When the import function
has been completed, the data path and file name will be displayed, with the columns
filled in the Schedule D Transaction Information grid below it.

From the Start import at field, select the line at which to start the import. For exam-
ple, if the Item 1 row in the transaction list is column header information, choose to
begin import at line 2.

Click Next.

After verifying that the information is correct, click Import.

To enter non-recaptured losses, use the Part IV, Recapture Amounts when business use
drops... section of screen 4797. For sold property listed on Form 4797, depreciation some-
times must be recaptured as ordinary income. (For more on depreciating sold assets in
Drake, see “Depreciating Sold Assets” on page 181.)

Enter data from Form 1099-S, Proceeds from Real Estate Transactions, on the 4797
screen. Mark the 1099-S transaction box, located near the top of screen 4797.

Installment Sales

The steps for entering an installment sale vary depending on the use of the 4562 screen. If
the 4562 screen is not used, (1) complete the 4797 screen for the sold asset, (2) indicate
with a “Y” on this screen that the sale is also reported on Form 6252, and (3) follow the
procedure on page 128, starting with Step 4.

To enter an installment sale using the 4562 screen:

Tax Year 2013

127



Sales of Assets

Drake Software User’s Manual

Screen code: 4562

Screen code: 4797

Screen code: 6252

TIp

6.

For the sold asset, open screen 4562 and complete the Date sold field in the If
sold section on the lower right quadrant of the screen. This causes the program to
stop calculating depreciation.

Select as Property type “IN” (for §1245 property) or “IS” (for §1250 property).

View the return, checking to see if there is an amount on Form 4797, line 31. (You

must enter an amount in the Sales price field to generate page 2 of Form 4797.) If line

31 contains an amount, proceed to Step 4 below. If it doesn’t, proceed to Step 5.

Enter the amount from Form 4797, line 31, on screen 6252, line 12 (Depreciation to

recapture).

Complete screen 6252 by entering all other installment sale information. Listed below

are specific instructions and explanations for completing the separate parts of screen

6252.

* Lines 1-15 (Part I of Form 6252) — Complete these lines for the year of sale
only. (Data from these lines will be carried forward into subsequent years of
Drake.)

As an alternative, and only if the current year is not the year of sale,
you can enter the Gross Profit Percentage on the 6252 screen. Use a
whole number, not the decimal equivalent. For example, enter 62% as
62,notas .62.

* Line 19 and Receipt category section (Part II of Form 6252) — Complete
line 19 (use a whole number, not a decimal equivalent) and the Receipt cate-
gory fields for the year of sale and for any year in which a payment or debt
must be treated as a payment on installment options.

* Part III (Related Party Sale Income) — Complete Part III if (a) the sale
was made to a related party, and (b) the income is not from the final payment
in the current tax year.

*  Unrecaptured Section 1250 Gain — If unrecaptured §1250 gain is present,
enter the gain amount in the Unrecaptured Section 1250 Gain field (to the
right of line 19). The taxable amount is calculated on the WK 1250 work-
sheet and is carried to Schedule D, line 19 based on these calculations.

View the return. See line 31 of Form 4797 for the recapture amount (if any).

Like-Kind Exchanges

Screen code: 4562

Screen code: 8824

If an asset has been traded and requires continued depreciation and there is an increase in
basis that must be depreciated, you can link like-kind exchange information to the appro-
priate depreciation details.

To enter an asset as a like-kind exchange:

1.

2.

3.

Open the 4562 (Depreciation Detail) screen for the asset that the taxpayer traded
(or gave up).

Make an on-screen notation to indicate that the asset was traded (for example, type an
A before the description in the Description field).

Open the 8824 (Like-Kind Exchanges) screen and complete the fields for the like-
kind exchange.
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Screen code: 4562

4. Calculate the return. In View mode, view Form 8824 and note the amount calculated
for the “Basis of like-kind property received” line. (Generally, this amount becomes
the adjusted basis of the new asset, unless an additional amount was incurred in
obtaining it.)

5. Open the 4562 screen for the new asset. In the Description field, make a notation to
indicate that the asset was traded (such as an A before the description).

(As an example, if a Ford 150 is traded for a Chevy Blazer, the descriptions on the
4562 screens might be “A-Ford F150” and “A-Chevy Blazer.” This notation
makes the traded assets easier to identify.)

6. Enter any increase in basis as the beginning cost.

The depreciation on the old asset continues over the remaining life, and depreciation for
the new asset starts, using the 8824 basis for the correct number of years.

Basis of Primary Residence

Screen code:
HOME

Related
Worksheets

Updating
from the
Prior Year

Schedule D

Use the HOME screen to complete the following tasks:

® Report the sale of a primary residence

* Enter data to determine the taxpayer’s basis in the primary residence and calculate the
tax implications of the transaction

* Allow the program to reduce the maximum exclusion if the taxpayer is eligible for
part, but not all, of the gain exclusion

*  Apply the appropriate treatment for the gain (loss) on the transaction

* Indicate that a surviving spouse is taking the MFJ exclusion for gain on the sale

* Enter data to calculate the amount of recapture in a year of sale if the First-Time
Homebuyer Credit (Form 5405) was taken on the home

A Primary Residence Calculations worksheet (WK _2119) is generated with the return
when the HOME screen is used. It consists of three parts:

®*  Worksheet 1: Adjusted Basis of Home Sold
®*  Worksheet 2: Gain (or Loss), Exclusion, and Taxable Gain on Sale of Home
®*  Worksheet 3: Reduced Maximum Exclusion

These pages are for informational purposes only to allow the basis in the home to be
tracked. If no date of sale is entered, only Worksheet 1 contains data when generated with
the return.

Data entered in the Date home was purchased field, the fields in the Basis of Home sec-
tion, and the fields in the Form 5405 section are included in the Drake update routine.
These fields are updated as long as there is no date in the Date home was sold field. Once
the home is sold, there is no need to continue tracking the basis.

The home sale flows to Schedule D only if the gain on the sale exceeds the exclusion
amount. If Schedule D is generated, both the gain on the home and the Section 121 exclu-
sion (if applicable) appears on Schedule D. The WK 2119 is still generated, but Schedule
D is added to report the taxable gain on the sale.
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Section 121
Calculation

Conversion
to Business
Use

Exclusion
for Surviving
Spouse

First-Time
Homebuyer
Credit

The software calculates the section 121 exclusion using the number of days during the last
five years that the taxpayer used the home and the number of days the home was owned
during the past five years. Enter this information in the Calculate Section 121 Exclusion
section of the HOME screen.

If a home was lived in and then converted entirely to rental or business use and subse-
quently sold, the transaction must be shown on Form 4797. Mark the Carry taxable gain
to 4797 box (in the Miscellaneous section) to have the applicable HOME screen informa-
tion flow to the 4797.

For two years after the death of a taxpayer, a spouse is permitted to take the MFJ exclusion
for gain on the sale of a principal residence, assuming the normal requirements for the
exclusion are met. To indicate that the surviving spouse is taking the exclusion, mark the
Recently widowed taxpayer eligible for MFJ exclusion box in the Miscellaneous sec-
tion of the HOME screen.

If the First-Time Homebuyer Credit was taken for the residence in 2008 or 2009 and there
has been a disposition or change in the use of the residence or the credit is now being
repaid, complete the applicable fields in the Form 5405 Repayment Information section
of the HOME screen.

Retirement Income

1099-R

Items Not
Reported on
1099-R

Use the 1099, 8606, and ROTH screens to enter most retirement income data. Screens 3
and 4 include fields for entering retirement data directly into the generated 1040. Amounts
entered in these fields are combined with any corresponding calculations from the 1099,
8606, and ROTH screens.

Use the 1099 screen to enter data, including distribution amounts, from Form 1099-R.

The 1099 screen consists of two screens: 1099-R and Special Tax Treatments. The Spe-
cial Tax Treatments screen has fields for the Simplified General Rule Worksheet, quali-
fied charitable distributions, HSA funding distributions, and public safety officers. Access
the Special Tax Treatments screen from the 1099 screen by clicking the Special Tax
Treatments tab at the top of the 1099 screen.

Use screen 3 for IRA and pension distribution amounts that were not reported on a 1099-
R. Enter total and taxable portions of these amounts (Figure 5-18).

- o S T )

T 7.;\iimony';érgéir\;édf ii"—f-'r-'—‘-f—\—-ﬂ"r- e el =
15a IRAdistributions received (no 1099 received 158 +_| |
15b Taxable portion of IRA distributions above....... [ Early distribution, calculate penalty 15b +,L| +,L|
16a Pension distributions received (no 1099 received 16a +.| |

16b Taxable portion of pensions above................. [ Early distribution, calculate penalty 16b +,L| +,L|

18~ Unemployment compensation (enter the full amount from Form 1095-G, Box 1) 19+ |
. ey P S, S B, 1m0 e ™ T _ e =i

e

Figure 5-18: Adjustment fields for IRA and pension distributions (screen 3)
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These amounts are calculated with the corresponding amounts from the 1099 and 8606
screens and carried to the “IRA distributions” and “Pensions and annuities” lines of Form
1040. Do not duplicate entries made on the 1099 or 8606 screens.

Mark the applicable check box on this screen to have the program cal-
NOTE culate the penalty for early distribution of the taxable portion of IRA dis-
tributions (line 15b) or pensions (line 16b) entered.

Substitute To file a substitute 1099-R (Form 4852), refer to “Substitute W-2, 1099-R” on page 115.
1099-R

Rollover of 1fa 1099-R distribution should be excluded from income because it was rolled over into
Pensu_)ps/ another qualified plan, indicate this using the Exclude from income drop list on the 1099
Annuities  screen (under the Rollover Information heading; see Figure 5-19).

Rollover Information
~ | Exclude from income - rolled over into another qualified plan

Partial rollover amount

Figure 5-19: Selections for rolled-over 1099-R distribution

Select S if the distribution was rolled over into the same type of account. Select X if it was
rolled over into another plan. If S is selected, the word “ROLLOVER” is displayed on
“Pensions and annuities” line of Form 1040.

501(c)(18) Contributions

Enter contributions to a 501(c)(18) pension plan on screen 4, but do not include amounts
that have been assigned Code H (“elective deferrals to a section 501(c)(18)(D) tax-exempt
organization plan”) in box 12 of the W-2. Those amounts are carried automatically from
the W2 screen to Form 1040.

IRA Contributions

For traditional IRA contributions, use the 8606 screen, which addresses Part I of Form
8606, Nondeductible IRAs. For Roth IRA contributions, use the ROTH screen, which
addresses Parts I and IIT of Form 8606.

Deductible IRA contributions are calculated from the 8606 screen and displayed on the
“IRA deduction” line of Form 1040. If an amount is entered into the Deductible IRA ficld
on screen 4, it is combined with the amount from the 8606 screen.

If a taxpayer is covered by a pension plan, use the 8606 screen instead of screen 4. If the
program determines that the contribution amount exceeds the maximum allowed, it gener-
ates a NOTES page with the return.

Tl P If Form 8606 is not required but you want to generate it anyway, go to
the 8606 screen and select Print Form 8606 even if not needed.

Converting To report the transfer of an amount from a traditional IRA to a Roth IRA, enter the amount
to a Roth IRA  on the ROTH screen (Figure 5-20 on page 132).
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Form 8606 - Nondeductible IRA Contributions, IRA Basis, & Nontaxable IRA Distributions

w [ = s =
art Il - Conversions from Traditional IRAs to ROTH IRAs
16 Amount of traditional IRA converted to a Roth IRA 16

Recharacterizations 16

17 IRAbasis before conversion 17
B e = e PP e r«....n\_---m

Figure 5-20: ROTH screen field for amount to be transferred to a Roth IRA

This amount is carried to the appropriate line of Form 8606.

IRA Penalty Computations

IRA penalties are calculated using data entered on the 5329 screen (Form 5329, Addi-
tional Taxes on Qualified Plans (Including IRAs) and Other Tax-Favored Accounts).

Carrying It might not be necessary to enter data directly onto the 5329 screen. If a distribution code
1099-R Data of “1” (Early (premature) distribution, no known exception) has been entered as Dist.
to Form 5329  code (box 7) of the 1099 screen, you can force the distribution amount from a 1099 screen
to flow to Form 5329 and have the taxable amount of the distribution subject to the 10%
penalty. To do so, go to the desired 1099 screen and select the applicable box under Addi-
tional Information for this Distribution (Figure 5-21).

Additional Information for this Distribution
[~ 1099-R for disability?
| Ifso, reported as wages onthe 10407 SCH
[v Carrythis entryto  Form 5329
and compute 10% penalty
[~ Exclude from income - reported on
Form 4972
[ Exclude from income - reported on
Form 8608

[” Was this 1099-R altered or handwritten?

Figure 5-21: Select box to carry 1099-R data to Form 5329

If a penalty applies and no known exception exists, Form 5329 is not
required. In this case, the software will compute the penalty and carry it

NOTE to Form 1040 but won’t generate Form 5329. To force the software to
print Form 5329, go to the 5329 screen and mark the Force 5329 check
box.

To access the 5329 screen directly from the 1099 screen, click the Form 5329 link shown
in Figure 5-21. To force the software to generate Form 5329, mark the Force 5329 check
box on screen 5329.

Exception  On the 5329 screen, exception numbers 01 and 06 (Part I, line 2) apply only to distribu-
Numbers tions from qualified employee plans—not to those from IRAs, annuities, or modified
endowment contracts. To view full descriptions of each exception number, click inside the
Exception number field and press F1.

Supplemental Income

Links for Schedule E and K-1 screens are located in the Schedules E and K-1 section of
the Income tab.
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Schedule E

Screen code: E

Form 1099
Reporting

General
Property
Information

IMPORTANT

NOTE

Schedules E and K-1
CE Rent and Royalty Income)
K1P Parnership K-1

KIF  Fiduciary K-1 farts of
iduciary K-
KIS SCompK-1 sole £

2 Parnerships, S Corps A/UISted under
E3 Estates and Trusts Income tab)
4 REMICs

Figure 5-22: Screens for entering Schedule E data

Use screen E to complete page 1 of Schedule E (Part I: Income or Loss From Rental Real
Estate and Royalties). Page 2 of Schedule E (Parts II through V) is calculated from entries
on the K1 screens. The corresponding screens in Drake are E2, E3, and E4.

Use screens E2, E3, and E4 only if transcribing the information
from a previously calculated Schedule E.

Screen E includes check boxes for indicating (1) if any Forms 1099 were required to be
filed, and (2) whether the required Forms 1099 were filed. surprised

Schedule E - Rental

State Information

TSy [T~ Fl st e~ city | -1 pan E @
Property description for reporting.  |©2Pin
ACHVY YD AT
A Did you make any payments in 2013 that would require you to file Form{s) 10997 M Yes [~ Mo Questions A and B should be answered
B If"yes,” did you or will you file all required Forms 109897 v Yes [~ No on first Schedule E screen ONLY
A o e g I b b, o, j—-‘ R S it s kA

Figure 5-23: 1099 check boxes on screen E

If more than one Schedule E is required, questions A and B (above)
should be answered only on the first screen E.

Information entered in the Property description for reporting field at the top of the
screen (shown in Figure 5-23) appears in the headings of all generated worksheets associ-
ated with the activity.

The following fields are also located in the upper half of screen E:

*  Activity type — If option D (“Not a passive activity”) is selected and EIC is
involved, the program prints “NPA” on the appropriate line of Schedule E. For more
on selecting activity types, see “Activity Types” on page 136.

® Address and Type of Property — Enter the property address in the fields provided,
and select the property type from the options below those fields. If Other, type a brief
(20 characters or fewer) description of the property type.

® This is your main home or second home — Select this box if the property is the tax-
payer’s main or second home. If personal use is indicated in the Personal use days
box of section 2, and this box is marked, mortgage interest is carried to Schedule A

* Some investment is NOT at risk — Mark this box if portions of the real-estate
investment are not at risk. To enter data for computing deductible profit or loss from
at-risk activities, click the Form 6198 link to open the 6198 screen (for Form 6198,
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At-Risk Limitations). When you exit the 6198 screen, the program returns you to
screen E.

Property was 100% disposed of in 2013 — Mark this box if the property was sold or
otherwise disposed of in the current tax year.

Property is an SMLLC — Mark this box if the property is a Single Member Limited
Liability Company (state use only).

Qualified Joint Venture — Mark this box to indicate that a taxpayer owned a prop-
erty as a member of a qualified joint venture that is reporting rental income not sub-
ject to self-employment tax.

If the property was 100% disposed of and a 4562 screen has been com-

NOTE pleted, the software automatically determines if the disposal was at an

overall loss or gain and prepares Form 8582, Passive Activity Loss Lim-
itations, and its worksheets accordingly.

Property Item 2 of screen E contains fields for indicating how much of a property was used for fair
Usage rental and personal purposes.

2 Fairrental days....... Personal use days.....

If this property is a multi-occupancy unit (such as a duplex) and the taxpayer or

spouse occupies a portion of it, enter the percent occupied by the taxpayer or

spouse and use the “Indirect Expense” column to record expenses applicable to ’7
both the rental and non-rental portions ofthe Property...oooeeeeeeeeeeee e

}
To use the Tax Court method to allocate interest and taxes, check this box and ’— l
=

enter the number of days owned if not 365,

J U T VP U S PE G PV S SEs g PSS N

Figure 5-24: Item 2 of screen E

Other property-usage fields are:

If this property is a multi-occupancy unit... — If the taxpayer or spouse lives in one
unit of a multi-dwelling property while renting out the others, enter the percentage
occupied by the taxpayer or spouse and enter expenses applicable to both the rental
and the non-rental portions of the dwelling in the Indirect Expenses column below.
fore. (See “Direct and Indirect Expenses” on page 135.)

To use Tax Court... — Mark the applicable check box (see Figure 5-24), and enter
the number of days owned in the text box next to it. (If the text box is left blank, the
program uses 365 as the default.)

The program uses the percentages entered when calculating the busi-
ness percentage of expenses and taking deductions. The remaining
percentage of taxes entered is carried to Schedule A.

NOTES A taxpayer with more than 10% use of a rental can deduct expenses up

to the amount of income, regardless of percent use.

If the If this property is a multi-occupancy unit... box is marked, a
worksheet is produced for each property that lists expense types and
divides expense amounts into personal, rental, and total amounts.
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Direct and
Indirect
Expenses

Sale of
Property

Operating
Expenses
Carryover

Rental of
Personal
Property

NOTE

IMPORTANT

The program can take both direct and indirect expenses into account when calculating a
return for a taxpayer who occupies one unit of a multi-dwelling property while renting out
the others.

Direct expenses are those that affect only the rental units. Indirect
expenses are those that affect both the rental units and the taxpayer’s or
spouse’s dwelling. Indirect expenses can also be personal expenses.

Enter expense amounts using the columns on screen E (Figure 5-25).

Direct Indirect
Expenses Expenses

Advertising 100
AUED B ATAVEL.....coo . AUTO [

B 333 | 111
INSUFANCE. ....co.co e em e ceeneneennene | 1212 | 555
B P S T L U re S,

Cleaning & maintenance.....

Commissions..............

w e o~ om o,

Figure 5-25: Columns for Direct Expenses and Indirect Expenses

If the If this property is a multi-occupancy unit... box is not
marked, the program ignores any figures entered in the Indirect
Expenses column.

If a property was sold and Schedule E must be associated with data from a 4797 screen
(Form 4797, Sales of Assets), use a passive activity number (PAN) code to tie them
together. To do so, enter a number in the PAN box on screen E, and then enter the same
number in the PAN box of the applicable 4797 screen.

Screen E includes a field for entering the carryover of operating expenses. This field is
located in the lower-right quadrant of the screen. An entry in this field flows to the Rental
Limitation on Deductions worksheet (listed as WK_E in View mode).

Enter income from “casual” rental on personal property on screen 3. Enter expenses (if
any) on screen 4, in the Expenses from casual rental of personal property field under
line 36. Do not use screen E for these entries. The words “Personal Property Rental” and
the amount of rental income will be printed on line 21 of Form 1040, and “PPR” and the
amount of any expenses appears on line 36 of the 1040 (Figure 5-26 on page 136).
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Figure 5-26: Income form renting “casual” personal property appears on line 21 of the return,
and expenses from renting “casual” personal property appear on line 36.

Schedule K-1

Screen codes: K1,
K1F, K1S

information from a pass-through entity into an individual return.

NOTE

Accessing
K-1 Data
Fields

The K1P and K1S screens include 6198 At Risk tabs for tracking part-
ner or shareholder basis for at-risk activities. For more information on

28 sotil securty béneits - [ 26a | T T g Tadwisamount T o [T T T
21 Otherincomg personal Property Rental2,32 BD 21 2,323
22 Combine the amounts in the far ight column for nes Toug ~ThiS 15 0l tal income . . . . 22 158,846
23 Educatorexpenses . . . . . ... ... ... ... ... 23
24 Certain business expenses of reservists, perfforming artists, and

fee-basis government officials. Attach Form 2106 or 2106-EZ . . . . | 24
25  Health savings account deduction. Attach Form 8889 25 \" Rental income of
26  Moving expenses. Attach Form3903 . . . . . . . .. . .. 26 “casual” personal
27  Deductible part of self-employment tax. Attach Schedule SE 27 pr’l;greer‘gnﬁ’aom
28  Sell-employed SEF, SIMPLE, and qualified plans . . . . . . 28
29  Seli-employed health insurance deduction . . . . . . . 29
30  Penalty on early withdrawal of savings . . . . . . .. . .. 30
31a Alimony paid b Recipient's SSN p 31a E?ﬁspgﬂeérgm
32 IRAdeduction . .~ Lo 32 "casual"
33  Studentloan interestdeduction . . . . . . ... .. 33 / personal proerty
34 Tuition and fees. Attach Form 8947 . . . . .. . .. . .. 34 from screen 4
35  Domestic production activities deduction. Attac]

36  Add lines 23 through 35 ... UPPR. ... oo 00T 2 . 020). | 38 2 , 020
37  Subfract line 36 from line 22. This is your adjusted gress income .~ . . . . . . . . . > a7 156,826
rivacy Act, and Paperwork Reduction Act Notice, see separate instructions. Form 1040 (2012)

MR g, o _\r.u-ﬂ-ﬁ.aﬁ‘_n, e A b SO gy o AT s pp i, T L

Screens for Schedule K-1 are accessible from the Income tab. The program contains three
types of K1 screens: K1P for partnership income; K18 for S corporation income; and
KI1F for fiduciary income. Enter information directly into a K1 screen, or export K-1

using these tabs, see “Tracking At-Risk Basis” on page 141.

Two screens are used to complete the lines on a Schedule K-1 (see red circle in Figure 5-
27). From the Data Entry Menu, the first page of the selected K1 screen is displayed.

Foreign ONLY ProviState, Country, Postal Code

6198 At Risk

618

QUESM 112 1065 K1 13—20 Basis Worksheet | Basis Worksheet continued

Schedule K-1 for 1065
st = ¢ al@ ey | J
Partnership EIN 41-4141414

Partnership name |Earmers in Grime Cleaning
For state use only

Street address [1234 Main Streec

City. |Franklin

U.S. ONLY State, ZIP. we =l j2E7sd

PP

| <Click to Access>

cllm

Figure 5-27: The first “page” of the K1P screen.

Click the 1065 K1 13-20 tab to complete lines 13 through 20.

Activity
Types

The K1P, K1F, K18, E, E2, E3, and 4835 screens feature Activity Type drop lists for des-
ignating an activity as passive or nonpassive. A selection from this list controls what
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NOTES

income data, if any, goes to Form 8582, Passive Activity Loss Limitations. Available
activity types are described in Table 5-3.

Table 5-3: Activity Type Selections, for K1P, K1F, K1s, E, and 4835 screens

Activity Type Description

A - Active rental real estate Activity is a rental real estate activity with active participation.
Calculation flows to the “Rental Real Estate Activities With
Active Participation” section in Part | of Form 8582 and to the

WK_8582 1 worksheet. (This is the default for screen 4835.)

B - Other passive activity Activity is a passive activity but is not a rental real estate
activity. Calculation flows to the “All Other Passive Activities”
section in Part | of Form 8582 and to the WK_8582 3 work-

sheet.

C - Real estate professional | Activity is that of a real estate professional and does not flow

to Form 8582.

D - Not a passive activity Activity is not a passive activity. Because it is nonpassive,
the calculations from this screen do not flow to Form 8582.

(Option available on screens K1 and E only.)

If A or B is selected, the activity is considered a currently passive activity because “A” is
rental real estate and “B” is other passive activity.

If the General partner box is marked on the K1P screen, self-employ-
ment income is automatically reduced by any amount entered in the
Section 179 deduction field.

Unreimbursed partnership expense flows to a separate line on Part Il of

Schedule E.
State K-1 By default, the program uses the federal K-1 amounts for both federal and state calcula-
Amounts tions. In cases where the state K-1 amounts differ from federal K-1 amounts (such as when
(If Different) a state does not take the federal limits on depreciation), enter the state amounts in the
State column fields of a K1 screen (Figure 5-28).
Amounts from K-1 Federal C_Et_at—e_)
1 Ordinaryincome orloss. ... | |
2 Rental real estate income orloss........... | |
3 Otherrental income orloss...... | |
4 Guaranteed payments.. ..o | |
5 Interestincome. ... | |
- S g sl s, r.n . Pl R———
Figure 5-28: Some of the Federal and State K-1 columns from screen K18
Multiple  In some cases, an entity will issue Schedule K-1 forms for multiple states, requiring the
States  preparer to enter two or more amounts for the same state K-1 items.
To enter federal and state K-1 information where multiple state K-1s are issued:
1. Enter all information for federal and the first state on the K1 screen. (Enter data in
the State column only if the state amount differs from the federal).
2. Press PAGE DOWN to start a new screen.
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6.

7.

In the F text box at the top of the screen, type O (zero) to exclude the information on
this screen from the federal return. (See Figure 5-29.)

Select a state from the ST drop list. In Figure 5-29 below, North Carolina has been
selected.

M205 K1 1-1 11203 K1 12-17 Basis Worksheet Basis Worksheet continued 3

Schedule K-1 for 11208

s [T =l G|0— st ¢ -] ity =] PAN
S corporation 10 AUMBET. oo 40-0500600

S COTPOratioN MAME oo |ESSBEEESS
= E A LS et R g

e

Figure 5-29: Enter “0” in the F text box and select a state from the ST drop list.

Complete all applicable fields. Basic information, such as ID number and name, must
be re-entered. Because the program does not use the entries on this screen for federal
purposes, it is not necessary to enter the federal amounts; however, all applicable state
amounts are required, even if they are identical to the federal amounts entered on the
previous screen.

Click the linked tab at the top of the screen for the next “page” (see Figure 5-27 on
page 136) and continue entering state amounts.

(if applicable) Complete the For State Use Only fields on the second “page.”

To enter data for another state, repeat Step 2 through Step 7 above.

K-1 Exports K-1 data can be exported from an 11208, 1065, or 1041 return in Drake to an individual
return in Drake. To export K-1 data, you must first have the following items:

An 11208, 1065, or 1041 return, completed in Drake

An individual return in Drake for the shareholder, partner, or beneficiary listed in the
11208, 1065, or 1041 return

To export K-1 data into an individual return:

1.
2.
] 3.

K-1
Kﬁ 4.
5.

Open the 11208, 1065, or 1041 return that contains the data to be exported.

Click View to calculate the return and open View mode.

Click the K1 Export button in the View mode toolbar. The Export K1s screen lists
all taxpayer SSNs for exporting. All rows are selected by default.

(optional) Click a row to clear it if you do not wish to export K-1 data to all individu-
als listed.

Click Export. When the Export complete dialog box is displayed, click OK. The
transferred data is highlighted in the K1 screen of each personal return that received
the data.

Once the export is complete, any state K-1 amounts, if different
IMPORTANT

from the federal, must be entered manually. See “State K-1
Amounts (If Different)” on page 137).
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Tracking
Adjusted
Basis

How the
Calculation is
Applied

Adjusted
Basis

Drake takes current-year basis limitations into account when calculating K-1 amounts and
tracks the adjusted basis for a K-1 from a pass-through entity (partnership or S corp). The
program also limits any losses based on the basis calculation and carries forward to subse-
quent years the adjusted basis and any disallowed losses.

When a return with adjusted basis data is calculated, the amounts entered on the K1P and
K18 screens undergo the basis limitation calculation. The limited amounts are then used
in at-risk and passive loss limitation calculations, if applicable. Because amounts flow
from both the K1 and Basis Worksheet screens to determine the amount of basis the tax-
payer has for deducting losses from the K-1, it is necessary to enter all basis data on the
Basis Worksheet screens. These are accessed from either the K1P or K18 screen. (Tabs
are shown in Figure 5-27 on page 136.)

If you calculate a return with K-1 information but have not entered any-

NOTE thing on the Basis Worksheet screens, the program generates a note

advising you to do so.

Once it is able to calculate the adjusted basis, the program takes steps based on calculation
results:

® Adjusted Basis More than Zero — If the adjusted basis is greater than zero based on
current- and prior-year entries, amounts flow to the return and the software tracks and
updates the adjusted basis amounts going forward.

* Adjusted Basis Zero or Less — If the adjusted basis is zero or less based on current-
and prior-year entries, amounts flow to page 2 of the printed Adjusted Basis Work-
sheet (see “Printed Worksheets” on page 141) to determine how much loss is allowed
in the current year. Disallowed amounts are stored and updated to the next year.

The first Basis Worksheet screen contains fields that are necessary to properly calculate
adjusted basis for the 1040 return. Figure 5-30 shows the adjusted basis fields for a part-
nership.

Partner Basis

1 Adjusted Dasis oM 200 e
2a  Gain recognized on contribution of property.........
b  Additional capital contribution and other current yearincreases. ..

¢ Adjusted basis of property contributed..........................
d Partnership interest acquired otherthan by cash or propemy. .o
Ji  Increase for excess depletion adjustment

3l Gainfrom Section 179 asset disposition

Debt Basis
487
A Partners share of partnership liabilities

B Parners share of partnership liabilities from prior yea

6 A AW Al St D UONS ettt ecen

Figure 5-30: Partner Basis fields on Basis Worksheet screen
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The fields in the Partner Basis (or Stock Basis for an S corporation) and Debt Basis sec-
tions for the current year must be completed manually.

Data flows directly from the two K1 screens into the “Current Year
Losses and Deductions” column of the “Partner’s Adjusted Basis Work-

NOTE sheet” (shown as WK_IPBAS in View mode), beginning on the first
Basis Worksheet screen and continues to the Basis Worksheet con-
tinued screen.

Calculating Loss allocation percentage is calculated by:

Alloc:tci)gﬁ a. Taking the total losses and deductions allowed
b. Dividing them by the total losses and deductions to figure the loss allocation per-
centage
C. Multiplying the loss allocation percentage by each category of loss applicable to
the return

Once these calculations are complete:

®  The product flows to column (D), Allowed Losses and Deductions in Current Year,
of the Adjusted Basis Worksheet.

® The difference between the total losses and deductions and the allowed losses and
deductions flows to column (E), Disallowed Losses and Deductions in Current
Year, of the Adjusted Basis Worksheet.

The Shareholder’s Adjusted Basis Worksheet (WK ISBAS) and the
N OTE Partner’s Adjusted Basis Worksheet (WK IPBAS) are generated when
the return is calculated.

Prior-Year Enter prior-year unallowed losses in the Prior-year carryover losses and deductions
Unallowed  column, which spans the Basis Worksheet screen (see Figure 5-31) and Basis Worksheet
Losses  continued screen. The program automatically updates prior-year unallowed losses entered
in the 2012 program.

e i T e S T e e e T A e m e i G pemamte e Tl . e

/" Prioryear ™~  Current-year Allowéble
carryover losses and losses and
losses and deductions deductions in
deductions current year
Losses and Deductions (a) (b} (d)
Ordinary losses from trade or BUSINESS. .o
Met losses from rental real estate activities.....................
Met losses from other rental activities.............o
Met short-term capital losses

Met long-term capital losses

Other porifolio losses
Met losses under Section 1231
Met losses under Section 1256
Met short-term capital losses (not portfolio).......oooooe

Met long-term capital losses (not portfolio)......ocooooe
Losses to Form 4797, line 10
Other losses

=T~ =TT~ T - - - I - -}

Figure 5-31: Some of the fields for shareholder’s prior-year unallowed losses
(Basis Worksheet screen)
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Printed
Worksheets

Updating to
Next Year

Tracking At-
Risk Basis

Basis worksheets are generated when the return is calculated. A worksheet actually con-
sists of two pages: page 1 shows the adjusted basis calculations; page 2 shows the losses
and deductions calculations.

do so, mark the Force page 2... box at the bottom of the Basis Work-
sheet continued screen in data entry.

-|-|P You can force page 2 to be printed, even if it does not contain data. To

The following basis information will be updated to the next year’s software:

®  Adjusted basis amount at the end of the year

®*  Amounts in the “Disallowed Losses” column of the printed Adjusted Basis Work-
sheet, page 2

At-Risk Limit Worksheets can help track shareholder and partner basis if any amounts not
at risk were invested in an at-risk activity. This includes nonrecourse financing and
amounts protected by a stop-loss agreement. When applicable, the program produces At-
Risk Limit Worksheets with the calculated return. In View mode, the worksheets are listed
as WK _IPRSK (for partnerships) and WK _ISRSK (for shareholders). Two copies of the
worksheet are printed for each Schedule K-1: one for regular tax and one for the alterna-
tive minimum tax (AMT). Use the scroll bar in View mode to see both copies.

Use the 6198 At-Risk tabs on K1P and K18 screens to enter data for these worksheets.
(Tabs are shown in Figure 5-27 on page 136.)

CAU'“ON Do not duplicate entries from the 6198 At-Risk screens on the Basis

Worksheet screens. These are separate limitation calculations.

The top half of the 6198 At Risk tab has the following groups of fields:

* Part I, Profit (Loss) from the Activity — If the basis worksheet was used, the
amount entered there for “Gain from Section 179 asset disposition” will flow to line
2b of Form 6198. If that worksheet was not used, then this field on the 6198 At-Risk
tab must be used. (If data is entered in both places, then the amount on the 6198 At-
Risk tab will be used.)

* Part II/III Simplified/Detailed Computations — If the Part III Detailed Compu-
tation fields (located in the following section on the screen) are used, then the pro-
gram uses Part III to calculate the amount at risk for these fields. If amounts are
entered in this section only, then Part II is used.

* Part III Detailed Computation — Use this section to complete lines 15, 16, and 18
of Form 6198. If data is entered here, the program uses Part III to calculate the amount
at risk for these fields.

The lower portion of the screen has fields for entering prior-year carryover and current-
year losses and deductions. Use these fields for the following types of amounts:

® Prior-year losses that were not deductible due to the at-risk limitations
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®  Current-year amounts to override either (a) the equivalent fields on other K1 screens
or (b) the at-risk calculation

Most of the entries on the 6198 At-Risk tabs are used for calculating
Form 6198, line 4, “Other deductions and losses...”

NOTES To force the software to print the At-Risk Limit Worksheets even when
they are not needed, mark the check box at the bottom of the 6198 At
Risk continued tab.

Farm Income

Entry fields for the following farm-related forms are located under the Income tab:

Screen codes: ® Schedule F, Profit or Loss From Farming (can also be used with a 1065 return)
F.J, 4835 ®  Schedule J, Income Averaging for Farmers and Fishermen

®* Form 4835, Farm Rental Income and Expenses

Enter crop insurance and disaster payments for Schedule F and Form
NOTES 4835 on the Crop Insurance and Disaster Payments (CIDP) screen.

The Auto Expense Worksheet (AUTO) screen can be applied to the F
and 4835 screens. See “Auto Expenses” on page 182.

Schedule F, Profit or Loss From Farming

Screen code: F Use screen F, accessible from the Income tab, to enter data for Schedule F, Profit or Loss
From Farming.

Screen F  The program’s default accounting method (item C) is cash. Select Accrual if the tax-
Defaults payer’s accounting method is not cash.

The default position for material participation (item E) is that the taxpayer “materially
participated” in the current year. If the taxpayer did not materially participate, mark the
Did NOT materially participate in 2013 check box.

The default position for investments (in Part 11, Expenses) is that all investments are at

risk. If this is not true for your client, select Some investment is NOT at risk.

1099-PATR Enter the distribution amount from Form 1099-PATR, Taxable Distributions Received
from Cooperatives, in the Co-op total distributions field on screen F.

Form 4835, Farm Rental Income and Expenses

Screen code: 4835  Use screen 4835 to enter data for Form 4835, Farm Rental Income and Expenses. Note
that this form is for individual (1040) returns only; estates and trusts must file Schedule E,
Part I, to report rental income and expenses from crop and livestock shares.

Farm Asset Depreciation

Use screen 4562 (Depreciation Detail) to create depreciation schedules for Schedule F
and Form 4835. From the For drop list on screen 4562, select either F or 4835, as applica-
ble. For more on entering depreciation data, see “Depreciation” on page 177.
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Unemployment Compensation

Unemployment Compensation

Unemployment compensation amounts should be entered, as applicable, in the fields

described in Table 5-4.

Table 5-4: Entering Unemployment Compensation in Drake

Unemployment
Compensation

Where to Enter in Drake

Information from 1099-G

Screen: 99G
Fields: As applicable

Any prior-year amounts, repaid;
to claim repayments
(See Pub. 17 for guidance)

Screen: A
Field: Other not subject to 2% limit; (choose Claim
Repayment)

Prior-year supplemental
(employer-provided) amounts,
repaid

Screen: 4
Field: Repaid sub-pay previously reported (Enter the
repaid amount.)

Current year, total

Screen: 3
Field: Unemployment compensation (adjustment field;
added to 99G amount)

Current year, repaid

Screen: 3
Field: Portion of above unemployment repaid in 2013
(adjustment field; added to 99G amount)

Note that the Unemployment compensation field and the Portion of above unemploy-
ment repaid field on screen 3 are adjustment fields. Any amounts entered in these fields
are added to the amounts from the 99G screen and carried to the “Unemployment com-
pensation” line of Form 1040. Do not duplicate the 99G entries on screen 3.

Social Security and Railroad Benefits

Screen code: SSA

Use the SSA screen to enter data from Form SSA-1099. If this form was not distributed,

use screen 3 to enter the following Social Security (or equivalent) benefit amounts (see

Figure 5-32):

® Social Security benefits that apply for the current year

®  Lump-sum benefits from prior years (total received and taxable portion)

® Railroad Tier 1 benefits for the current year

P

-"'"Pb'ri_i_dﬁ‘61’5{]’0%'u’ﬁ'é'rﬁ'n'lbvrﬁérﬁ\r-e_nda“lﬂ_l'ﬁ' o ? Tt et T N o g ’]'J" A T e
20a Met Social Security benefits received for 2012 20a | |
Lump-sum benefits earlier years - TOTAL received 20a | |
Lump-sum benefits earlier years - TAXABLE portion 20a | |
Met railroad Social Security equivalent Tier 1 benefits received for 2012l 20a | |

ages Mote: Proqram wilhEmiedaxable porfion,of 2012 ES&enefite. . o b o oo peieaaias, L 0 ot 6 g

Figure 5-32: Screen 3 fields for Social Security benefit amounts
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Screen code: RRB

These figures are combined with any Social Security or equivalent benefit amounts from
the SSA screen, calculated, and displayed on the “Social security benefits” line of Form
1040.

To enter data from the federal RRB-1099R form, use the RRB screen. This screen reflects
the federal form.

To treat Medicare premiums as self-employed health insurance, mark
the Treat Medicare premiums... box on the SSA screen to have the

NOTES Medicare premiums flow to the Self-Employed Health Insurance

Deduction Worksheet (WK_SEHID) instead of Schedule A.

Railroad Retirement Board payments should be reported on the SSA
screen.

Other Income

The Other income fields on screen 3 are available for reporting taxable income not
reported elsewhere on the return. Amounts entered here are produced on the “Other
income” line of Form 1040, and descriptions are listed in a statement.

Several screens are available in Drake for entering other types of income, as described in
the following sections.

Taxable Distributions

1099-Q

Medical &
Health
Savings
Accounts

If the amount on Form 1099-Q, Payments From Qualified Education Programs, exceeds
the amount of education expenses, compute the taxable amount of the distributions and
enter it on screen 5329 (Part II, line 5) and on screen 3, line 21.

Enter distributions from Medical Savings Accounts (MSAs) on the 8853 screen (Form
8853, Archer MSAs and Long-Term Care Insurance Contracts). Enter distributions from
Health Savings Accounts (HSAs) on the 8889 screen (Form 8889, Health Savings
Accounts (HSAs)). Taxable amounts from these screens flow to Form 1040.

| Lines 1 (coverage indication) and 2 (HSA contributions for the
MPO RTANT year) of the 8889 screen are required if Form 8889 is to be e-filed
with the return.

Gambling Income & Loss

Screen code: W2G  Use the W2G screen, accessible from the General tab, to enter gambling income informa-

tion from Form W2-G. Data from the W2G screen is carried to line 21 (and line 22, if
applicable) of Form 1040.

The W2G screen has check boxes for Lottery Winnings and Elec-

NOTE tronic Games of Skill. Not all states tax the gambling winnings from lot-

teries and electronic games. Select boxes as applicable, but first press
F1 in a field to access further information on each item.
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NEW FOR

20]3 gambling winnings.

Fields have been added to screen W2G for reporting state and local

Other gambling winnings can be entered in the Gambling winnings field near the bottom
of screen 3.

Gambling losses should be listed on screen A, in one of the Other Miscellaneous Deduc-
tions drop lists. Gambling losses include, but are not limited to, the cost of non-winning
bingo, lottery, and raffle tickets, but only to the extent of gambling winnings entered on
screen W2G and screen 3 and reported on line 21, “Other income,” of Form 1040.

Cancellation of Debt

Screen code: 99C

Use the 99C screen, accessible from the Income tab, to enter data from Form 1099-C,
Cancellation of Debt. From the For drop list at the top of the 99C screen, select 1040 to
indicate a non-business debt. Select one of the other available choices, as applicable, to
indicate a business debt. The selections, along with the line on the tax return where the
canceled debt amount flows, are shown in Table 5-5.

Table 5-5: Cancellation of Debt

“Fori!
. Where Flows on Tax Return

Field Iltem

1040 Form 1040, “Other income” line

C Schedule C, “Other income” line

E Schedule E, “Rents received” line

F Schedule F, “Other income” line

4835 Form 4835, “Other income” line

982 Form 982, “Total amount of discharged indebtedness
excluded from gross income” line

Foreign Earned Income

Excluding
Foreign
Income

Enter foreign earned income amounts on the applicable income screen (W2, C, FEC, etc.;
see “Foreign Employers” on page 114). Foreign earned income is calculated into the “total
income” line of Form 1040.

If the taxpayer qualifies for the foreign earned income exclusion, use the 2555 screen
(accessible from the Other Forms tab) to complete Form 2555, Foreign Earned Income.
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The income amount from this screen flows to the 1040 as a negative number; in other
words, it is subtracted (excluded) from the total income shown Form 1040.

Foreign income must be included in total income (via a Form W-2,

Schedule C, etc.) before it is excluded from total income using Form
NOTES 2%

The 2555 screen consists of five screens or “pages,” accessible by

clicking the links at the top of the screen. To create a new 2555 screen,

press PAGE DOWN.

Educator Expenses

Screen code: 4 Enter educator expenses in the Educator expenses field on screen 4.

Employee Business Expenses

Screen code: 2106  Use the 2106 screen, accessible from the General tab, to enter data for Form 2106,
Employee Business Expenses.

The 2106 screen expense flows to the Job Expenses and Certain Mis-
NOTE cellaneous Deductions section of Schedule A. It does not flow directly
to Form 1040.

Meals and Entertainment

Department of Transportation (DOT) workers are allowed to claim 80% (rather than the
standard 50%) of the costs of meals as a business expense. To calculate the allowed
amount properly, enter the total expense in the Meals/entertainment field of the 2106
screen and enter the amount attributable to DOT hours of service rules for meals in the
DOT meals subject to 80% limit field (Figure 5-33).

A ARl A AR B ST e ez L T i ] e 2
Ja Travelawayfromhome. ..

4a  Other business expense rorm sosd
b Mealsfentertainment. ... ]
DOT meals subjectto 80% Mt

'*"\_W_N___‘n-u-_ — ‘,..-h P i

Figure 5-33: On the 2106 screen, use both the Meals/entertainment and
DOT meals subject to 80% limit ficlds as appropriate.

Clergy Expenses

If the taxpayer is a member of the clergy, mark the Pastor check box, located near the bot-
tom of the right-hand column of the 2106 screen. The program carries the employee busi-
ness expenses to the clergy worksheets (WK _CLGY1, WK _CLGY2) when the return is
generated. See “Ministerial Income Allocation” on page 151 for more on data entry for
clergy.
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Directing Data Entry to Form 2106

To associate the data from a 2106 screen to that of another screen (such as the 4562 screen
for depreciation), select 2106 from the For drop list at the top of the other screen. Use the
Multi-form code field as needed. (See “Associating One Screen with Another” on

page 82 for more on multi-form codes.) See Screen Help on the 2106 screen for more
assistance in directing data entry to Form 2106.

NOTE Be sure that either T (for taxpayer) or S (for spouse) is selected, as
applicable, on the 2106 screen.

Health Savings Account (HSA) Deduction

Screen codes: Use the 8889 screen, accessible from the Adjustments tab, to enter HSA data for Form
8889, HSA 8889, Health Savings Accounts. Fields 1 (coverage indications) and 2 (HSA contributions
for the year) of this screen are required in order to e-file Form 8889.

Form 1099-H

Payment amounts from Form 1099-H, Health Coverage Tax Credit (HCTC) Advance Pay-
ments, can be entered on the 8885 screen.

Moving Expenses

Screen code: 3903  Use the 3903 screen, accessible from the Adjustments tab, to enter data for Form 3903,
Moving Expenses.

Form 3903 Qualification

If the mileage is less than 50, and the Mileage test does not apply to this move box is
marked on screen 3903, Form 3903 will not be generated. As the preparer, you must deter-
mine if the taxpayer qualifies for the moving-expense deduction. See IRS Pub. 521 for
details.

Multiple Moves

If there are multiple qualifying moves within a single year, use a separate 3903 screen for
each move. Press PAGE DOWN for additional screens.

Self-Employment Adjustments
Table 5-6 lists screens in Drake for entering adjustments to self-employment income.

Table 5-6: Self-Employment Adjustment Screens

Screen Purpose

SE (Self-Employment Adjustment) | Schedule SE
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Table 5-6: Self-Employment Adjustment Screens

Screen Purpose
SEHI (SE Health Insurance) Self-Employed Health Insurance Deduction
4 (Adjustments) Adjustments to SEP, SIMPLE, and Qualified Plans
Screen codes: The SE and SEHI screens are located under the Adjustments tab. Screen 4 is located

SE, SEHI under the General tab.

Self-Employment Tax (Schedule SE)

Schedule SE is required if net earnings from self-employment exceed $400 ($108.28 for
church employees). If these conditions are not met, the program does not produce Sched-
ule SE with the return. To force Schedule SE to be printed, select the applicable Force
Schedule SE box on the SE screen.

Data from Schedules C and F, along with any self-employment income from partnerships,
flow to Schedule SE of the return. All other self-employment income should be entered
directly on the SE screen.

Short or  Depending upon the employment terms, the taxpayer must complete a short (Schedule SE,

Long SE  page 1) or long (Schedule SE, page 2) Schedule SE. Drake determines the form required
and processes it accordingly. To force the long form, select an applicable Force Schedule
SE box in the middle of the SE screen. (Figure 5-34.)

Force Schedule SE, page 2 inStead 0F PAGE T - -

Force Schedule SE 10 B PIIMEEG. .. et ssesss e see st ssnss s ses s s snsa e I I

Figure 5-34: Override SE printing for taxpayer (left box) or spouse (right box).

Use the Statement for Partner Expenses... at the bottom of the SE
NOTE screen to enter certain items that are deducted from self-employed

income that don’t normally flow to the “Schedule SE - Partner’s Allow-

able Expense” statement. Entries in these fields flow to the statement.

Income From Code income from a church as C or P on screen W2. (Select the correct code from the
Church  Special tax treatment drop list at the top of the screen.) Any income entered on the SE
screen in the Service as a minister or Wages of church employee... fields will be added
to the W-2 amount. (For more information on entering data for clergy, see “Clergy” on
page 115, “Clergy Expenses” on page 146, and “Ministerial Income Allocation” on
page 151.)

SE Health Insurance Deduction
Enter insurance deductions for a self-employed taxpayer in one of four places:

* The Family Health Coverage field of either screen C or screen F

® Line 1 of the SEHI screen (An entry here overrides system calculations from screen
C or F; an entry might be required on line 4 to effect correct system calculations.)
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* The Self-employed health insurance deduction field of screen 4 (An entry here
overrides system calculations from the screens listed above.)

Be aware that the SEHI and screen 4 fields are overrides. Do not duplicate entries.

SEHID  The top half of the SEHI screen incorporates the Self-Employed Health Insurance Deduc-
Worksheet tion Worksheet (WK_SEHID in Drake) from the 1040 instructions.

If entering an override on screen 4, type the deduction allowed—not the total premium
paid. To have the software calculate the WK_SEHID, leave the screen 4 field blank and
enter the total insurance premium paid on the C or F screen as applicable.

Self-employed health insurance deduction information is entered on the
NOTE same screen as self-employed pension (SEP) information. This screen
can be accessed using either the SEHI or SEP screen code.

Self-Employment Pensions

Screen code: SEP SEP screen data flows to the WK_SEP worksheet for Self-Employed Rate and Deduction.
To have the program calculate the maximum SEP contribution, enter the plan contribution
rate as a decimal number on the SEP screen.

Adjustments to SEP, SIMPLE, and Qualified Plans

Self-employed health insurance deduction information entered on the SEHI or SEP
screen will be adjusted by any entries made in the SEP and/or SIMPLE and KEOGH
contribution fields on screen 4.

Penalties

This section of the manual covers penalties on withdrawals. Penalties on estimated taxes
are covered in “Estimated Tax Penalty” on page 166.

Early Withdrawal Penalty

If the taxpayer is subject to a penalty for early withdrawal of savings, enter the penalty
amount on screen 4. Do not duplicate entries made in this field on the INT screen; the
1099-INT form asks for the interest or principal that was forfeited due to early withdrawal,
while screen 4 asks for the actual amount of the penalty.

IRA Withdrawal Penalty

Screen code: 5329  Use the 5329 screen to calculate what penalties apply regarding IRA withdrawals.

Exception numbers 01 and 06 in the Exception number drop list (Part I,
NOTE line 2) apply only to distributions from qualified employee plans—not to
those from IRAs, annuities, or modified endowment contracts.

See also “IRA Penalty Computations” on page 132.
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Alimony Paid

Enter details about alimony paid in the Alimony fields on screen 4. (Alimony received is
entered on screen 3.)

IRA Adjustments

To enter IRA adjustments, see “Retirement Income” on page 130.

Student Loan Interest Deduction

Enter student loan interest deduction amounts (Form 1098-E, Student Loan Interest State-
ment) into the Student loan interest deduction ficld on screen 4.

Education Expenses

Screen codes: Entry fields for Forms 8863 (Education Credits) and 8917 (Tuition and Fees Deduction)

8917, 8863 are located on the same screen. The 8863/8917 screen (accessible from the second Credits
tab) should be used to enter information about the student and the educational institution
the student attended. A/l education expenses—regardless of whether the student is the tax-
payer, the spouse, or the dependent—are entered on the 8863 screen.

NOTES If a dependent does not qualify for an education credit, the software
does not apply this information when calculating the federal return.

Student and At the top of the 8863 screen, select the SSN and name of the student from the Student’s
School Info  SSN drop list. (Only the taxpayer, spouse, and the dependents qualify for this credit and,

thus, are the only names on the list.) Answer the questions and enter the qualifying
expenses. If more than one 8863 screen must be used (for families with more than one stu-
dent or for students who attended more than two schools), press PAGE DOWN to get a new
8863 screen. Enter the information on lines 23-26 and the qualifying expenses only on the
first screen for each student. In the lower section of the 8863 screen, enter the information
about the schools the student attended.

Form 1098-T If the amounts of qualifying expenses came from a Form 1098-T, Tuition Payments State-
ment, supplied by the educational institution, enter the amount of qualifying expenses,
then mark the proper check boxes in the lower section of screen 8863. For an amount
received from any taxable scholarship that was not reported on a Form
W-2, enter the amounts on screen 3.

Domestic Production Activities Deduction

Screen code: 8903  Use the 8903 screen, accessible from the Adjustments tab, for Form 8903, Domestic Pro-
duction Activities Deduction.
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Entering Data from Multiple 8903 Forms

Only one Form 8903 can be attached to a taxpayer’s e-filed return. To e-file data from
multiple 8903 forms on a return, calculate the total for each of the 8903 items and enter
the combined totals onto the 8903 screen.

Other Adjustments

Other adjustment-related screens in Drake are listed in Table 5-7. These screens are all
available from the Adjustments tab.

Table 5-7: Other Adjustment Screens Available from Adjustments Tab

Screen Form or Worksheet Notes
CLGY Ministerial Income Allocation See “Ministerial Income Allocation,” following.
8082 Form 8082, Notice of Inconsis-

tent Treatment or Administra-
tive Adjustment Request

CDIP Schedule F, Profit/Loss from Information on payments received for insur-
Farming ance payments from crop damage
4835, Farm Rental Income

8958 Community Property Allocation | Use for MFS in a community property state

8873 Form 8873, Extraterritorial
Income Exclusion

Ministerial Income Allocation

Use the CLGY screen for taxpayers with housing allowance in the form of a parsonage or
rental, or a parsonage allowance from the church (generally reported on Form W-2, box
14).

NOTE The CLGY screen is only for those taxpayers whose income has been
coded “P” from the Special tax treatment drop list on screen W2.

The CLGY screen allows the following items to be calculated:

® Percentage of tax-free income to be applied to Schedule C expenses marked with
business code 813000

® Percentage of tax-free income to be applied to Form 2106 expenses (The Pastor -
Carry 2106 amount to CLGY worksheet check box must be marked on screen
2106.)

*  Appropriate self-employment income to flow to the Schedule SE

Parsonage Ifa parsonage is provided, enter its Fair Rental Value. If a separate utility allowance is
provided, enter the amount of the allowance in the Utility allowance, if separate field and
the actual utility expenses in the Actual expenses for utilities field. Enter an amount in

Tax Year 2013 151



Standard and Itemized Deductions Drake Software User’s Manual

Rental/
Parsonage
Allowance

the Fair Rental Value field if the house or parsonage (including utilities) is furnished as
part of a minister’s pay.

If the church provides a rental or parsonage allowance (but no parsonage), enter the Par-
sonage or rental allowance and the Actual expenses for parsonage. If a separate utility
allowance is provided, enter the amount of the allowance in the Utility allowance field
and the actual utility expenses in the Actual expenses for utilities ficld. Finally, enter the
Fair Rental Value of the housing used.

Standard and Iltemized Deductions

Screen codes:
A, 4952, 8283,
1098, STAX

Schedule A

Screen code: A

Based on its calculations, the program determines whether to apply the standard deduction
or to generate Schedule A, Itemized Deductions for a taxpayer. If your client is itemizing
deductions, enter descriptions and amounts on any or all of the following screens, as appli-
cable:
® Screen A (for Schedule A, Itemized Deductions)

4952 screen (for Form 4952, Investment Interest Expense Deduction)
® 8283 screen (for Form 8283, Noncash Charitable Contributions)
®* 1098 screen (for mortgage interest and real estate taxes)
®* STAX screen (for sales tax)

Access screen A and the STAX screen from the General tab. Access screens 4952 and
8283 from the Additional Itemized Deductions section of the Adjustments tab. Access
the 1098 screen from the Other Forms tab.

The program includes self-employment losses when calculating the

NOTE standard deduction. To override this default per the Briggs court case,

go to the MISC screen and select Standard deduction by Briggs case
method, located in the Dependent filer special situation box.

Use screen A to enter data for Schedule A, Itemized Deductions.

Generating Ifscreen A has been completed for a return, the software determines which is more advan-
Schedule A  tageous for the taxpayer—itemizing, or taking the standard deduction. To select one or the
other, mark the applicable Force box at the top of screen A (Figure 5-35).
v Force itemized
[~ Force standard
e s
Figure 5-35: Boxes at the top of screen A
If screen A has been completed for a return, Schedule A will be generated—even if the
standard deduction is being taken. You can set up the option to have the software generate
Schedule A only when it is required. To do so, go to Setup > Options > Form & Sched-
ule Options tab and select Print Schedule A only when required.
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Mortgage Use the Interest You Paid section of screen A to enter mortgage interest not reported on
Interest Paid  Form 1098, Mortgage Interest Statement. For mortgage interest that is reported on Form
1098, use the 1098 screen.

If using the 1098 screen to report interest from Form 1098, do not
|MPO RTANT enter an amount in the Home mortgage interest and points
reported on Form 1098 field on screen A.

Form 1098-C  Enter amounts from Form 1098-C, Contribution of Motor Vehicles, Boats, & Airplanes,
on either screen A (if less than $500) or screen 8283 (if more than $500).

Sales Tax Worksheet

Screen code: The software uses data entered into the State & Local General Sales Tax Deduction

STAX Worksheet (the STAX screen, accessible from the General tab) to determine which tax is
better to take: the state sales tax or the income tax. Lines 1 and 4 of this screen are calcu-
lated by the software, but you can enter overrides as necessary. As applicable, lines 2, 3,
and 7 should be completed in order to calculate the maximum deduction.

More information on the STAX screen is available by pressing F1 in the individual fields.

The STAX screen includes a link to an IRS website where you can find

NOTE information and guidance for understanding sales tax deduction, and a
sale tax deduction calculator. From the STAX screen, click Sales Tax
Calculator.

Additional Itemized Deductions

Screen codes: Use the 4952 screen to enter data for Form 4952, Investment Interest Expense Deduction.

4952, 8283 Use the 8283 screen to enter data for Form 8283, Noncash Charitable Contributions. Cal-
culations from the 8283 screen flow to the “Gifts by cash or check™ line of Schedule A.
There is also a direct entry field for this line on screen A. Do not enter duplicate amounts.

NOTE When a Donee ID number is entered on the 8283 screen, the program
automatically stores the number in the EIN database.

Alternative Minimum Tax

Screen code: 6251  Use the 6251 screen, accessible from the Taxes tab, to enter information for Form 6251,
Alternative Minimum Tax.

Forcing Form 6251

Although Form 6251 amounts are computed on all returns, the form itself is generated
with a return only when required. You can force this form to be generated for a single
return, or you can force it to be generated with all returns.

For a Single To force Form 6251 for a single return, go to the PRNT screen of the return (accessible
Return  from the Miscellaneous tab) and select the Print 6251 box in the Items to Print section
of the screen.
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For All  To have the program print Form 6251 for all returns, go to Setup > Options > Form &
Returns  Schedule Options and clear the Print Form 6251 only when required check box.

Foreign Tax Credit

If the amount of foreign tax credit (FTC) is less than $300 ($600 for MFJ) and no Form
1116 is required, you can enter this amount directly into the Foreign Tax Credit field on
screen 5. (See Figure 5-36.)

‘Crédﬁsd T e e B P T o T T Tty
@ Foreign Tax Credit (Mo 1116 required).. ..o e a7
53c Othercredits.............. Form i— ................................................................................................ 53¢ |
Other Taxes:
57  RRTAtaxon unreported RRTATD INCOME . e LTs

%EEMGW?@ER”W ”*‘J*xwt_wr‘ﬁ'—m _ﬁ_rsb"\-\ﬁ‘_""‘»_"-
Figure 5-36: Use screen 5 to enter FTC if totals are less than $300 ($600 for MFJ).

For greater amounts, use the FTC sections of the INT and DIV screens to enter data
regarding foreign interests and dividends, respectively, or use the 1116 screen.

FTC Code

If an 1116 screen is to be linked with an INT or DIV screen (for foreign interest or divi-
dends), enter a number into the FTC box of the 1116 screen. Enter this same number on
the INT or DIV screen. For more on entering foreign interests and dividends, see “Foreign
Interest and Dividends” on page 119.

Required Statements

A statement may be required with Form 1116. Use the SCH screen to attach a required
statement. On the SCH screen, select the applicable 1116 item from the Type of Attach-
ment/statement number and title drop list

Child and Dependent Care Expenses Credit

Screen code: 2441 Use the 2441 screen, accessible from the General tab, for Form 2441, Child and Depen-
dent Care Expenses.

Where to Enter Data

Enter data on both the 2441 screen and on screen 2 for each dependent for whom expenses
were incurred.

No Income for Spouse

To qualify for the childcare credit, parents must have earned income, be full-time students,
or be disabled. If a spouse does not have income but is disabled or a student, then enter
$250 (one child) or $500 (two or more children) for each month the spouse was a student
or disabled. This information is entered on the 2441 screen in the Earned income for
2441 purposes ONLY field (Figure 5-37 on page 155).
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e VT AT e T L T S L S o P T ot e e
Taxpayer Spouse

12 Employer-provided dependent care benefits received in 2012 =

13 Amount carried over from 2011 and used in 2012 during the grace period

14 Amount forfeited, if an

16
GS‘ 18,19 Earned income for 2441 purposes ONLY. + +|

|
|
|
-|
]
|

|

|

|

Amount of qualifving expenses incurred in 2012 =J
-

|

22 Amountofline 14 thatis from your sole proprietorship or partnership

Figure 5-37: Earned income fields on 2441 screen

An entry in these fields affects Form 2441 amounts only and must be at least as great as
the childcare expenses.

Employer-Provided Dependent Care Benefits

Dependent care benefits provided by the employer (box 10 on the W2 screen) adjust the
credit by the amount provided. Any amounts above the allowed credit appears on the
“Wages, salaries, tips, etc.” line of Form 1040 with the notation “DCB.”

Ineligible Filing Statuses

A taxpayer with a filing status of 3 (Married Filing Separately), 8 (MFS — Claiming
spouse’s exemption did not live with spouse one day of the year), or A (Claiming non-res-
ident alien (NRA) spouse’s exemption) on screen 1 is not eligible for the child and depen-
dent care credit.

Carryover from Prior Year

For a carryover of dependent care credit from the prior year, enter the amounts and create
a statement listing the circumstances and amounts. Use statement number 108 on the SCH
screen. For more information on adding an unformatted statement in Drake, see “Unfor-
matted Schedules” on page 199.

Elderly/Disabled Credit

Screen code: R

Use screen R, accessible from the first Credits tab, for Schedule R, Credit for the Elderly
or the Disabled.

Tl P If the credit does not show up in the calculated return, make sure the

taxpayer’s AGl is not too high to qualify for the credit.

Home Energy Credits

Screen code: 5695

Use the 5695 screen, accessible from the first Credits tab, for Form 5695, Residential
Energy Credits. To learn more about the federal tax credits for energy efficiency and the
products that qualify, visit the U.S. Department of Energy’s website. A link to this site is
available on the 5695 screen.
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General Business Credits

Use screen 3800 to fill out Form 3800, General Business Credit. This screen consists
mostly of override fields for passive activity credits (see “Passive Activity Credits,” fol-
lowing); data should be entered in the override fields only to override the program’s calcu-
lated amounts from Form 3800, Part I1I, General Business Credits or Eligible Small
Business Credits.

Part Il was added to the form to reflect all the general business credits

NOTE reported on Form 3800 and to identify the type of credit being reported:
General Business Credits (GBC) or Eligible Small Business Credits
(ESBC). In Drake, use screen GBC to complete Part Ill.

The GBC screen is used for reporting the following types of information:

® Data for current-year credits reported on forms Drake does not support (To enter data
for a credit programmed into Drake, use the credit’s screen. For example, use the 8820
screen for Form 8820, Orphan Drug Credit.)

®* GBC and ESBC carryforwards and carrybacks

Passive Activity Credits

The Passive Activity Credit Carryover (PACR) screen allows you to enter passive
activity credit amounts in a central location in the software, rather than on individual
credit screens, thus streamlining data entry and increasing the number of passive credit
carryforward amounts that can be updated from year to year.

Entering Credit Carryforward Amounts

To enter credit carryforward amounts:

Screen code: 1. Open the PACR screen (Figure 5-38), accessible from the first Credits tab.
PACR

Passive Activity Credit Carryover

tso ll = st =l kol =l owec |

Form Amount Form Amount

| = | | = |

| = | | = |

| = | | = |

| = | | = |

| = | | = |

| = | | = |

| = | | = |

| =l | | = |

| = | | = |

| = | =l

Figure 5-38: PACR screen
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2. After making TSJ and ST selections as applicable, select a screen from the For list to
indicate the screen with which the credit carryforward should be associated.

If the return has multiple screens for the form selected in the For
NOTE drop list, use the multi-form code (MFC) text box. (See “Associating
One Screen with Another” on page 82.)

3. Select a credit form from the Form drop list.
4. Enter the carryforward amount for the selected credit.

When the return is calculated, the carryforward amounts flow to lines 3b and 4b (and 1b, if
applicable) of Form 8582-CR and to the corresponding worksheets, and the allowed credit
amounts flow to Part III of Form 3800.

NOTE Amounts on lines 3a and 4a (credits from Worksheets 3 and 4) flow from
the screen (K1P, K1S, etc.) associated with the PACR screen.

Worksheets When a carryforward amount is linked from the PACR screen to another screen, the pro-
3and 4 gram produces one of two worksheets for the following lines of Form 8582-CR:

® Lines 3a and 3b (for low-income housing credits for property placed in service after

1989)
® Lines 4a and 4b (for all other passive activity credits)

NOTE In View mode, these worksheets are WK_CR3 and WK_CRA4.

Each worksheet shows the name of the activity (partnership, S corporation, etc.), the asso-
ciated form, the current- and prior-year credits, and the total credits. Figure 5-39 shows an
example from Worksheet 3 for lines 3a and 3b.

WORKSHEET 3
For Form 8582-CR, Lines 3a and 3b
(keep for your records)
Mame Socil Securiy Mo.
William & Emelia Carter 400-00-6666
T TV Prior Y -
Name of Activity From l'I(:Wr.“;:li':sear Unallu:/far:l gar;dits Total Credits
Form (a) Credit line 3a (b) Credit line3b () Add cols. (a) and (b)
Partners in Grime Cleani pBh8e6 I 3,333 5,432 8,765
o g gt PP TSP B R “7‘?__..,.#\,”?.\\‘,_.“...--.._.\ O S ‘__)rw,._‘_,.ﬂ

Figure 5-39: Drake displays the name of the entity (such as partnership or S corporation)
with which the credit is associated in data entry.

Form 8582-CR, Passive Activity Credit Limitations

Form 8582-CR is calculated using the credit carryforward amounts from the PACR screen
rather than from individual credit screens. Use screen CR in Drake to access other fields
for Form 8582-CR, Passive Activity Credit Limitations.
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Child Tax Credit

The Child Tax Credit is calculated automatically in the program. See “Additional Child
Tax Credit and Combat Pay” on page 169.

Retirement Savings Contributions Credit

Screen code: 8880  Use the 8880 screen, accessible from the second Credits tab, for Form 8880, Credit for
Qualified Retirement Savings Contributions.

When this credit can apply, Form 8880 is generated automatically, and a

NOTE note is produced stating that retirement plan contributions have been
carried to Form 8880. The note also provides instructions for preventing
Form 8880 from being generated.

Other Credits

Table 5-8 lists all credit forms not mentioned previously for which Drake provides
screens. If you need a form for which no screen is available, most forms can be found at
Tools > Blank Forms.

Table 5-8: Other Credits Calculated in Drake

Screen Form and Credit

4136 Form 4136, Credit for Federal Tax Paid on Fuels

3468 Form 3468, Investment Credit

5884 Form 5884, Work Opportunity Credit

6478 Form 6478, Credit for Alcohol Used as Fuel

6765 Form 6765, Credit for Increasing Research Activities

8396 Form 8396, Mortgage Interest Credit

8609 Form 8609, Low-Income Housing Credit Allocation and Certification

8801 Form 8801, Credit for Prior Year Minimum Tax - Individuals, Estates, and Trusts

8820 Form 8820, Orphan Drug Credit

8826 Form 8826, Disabled Access Credit

8834 Form 8834, Qualified Electric Vehicl