. Drake Quick Start Guide GrU n’rWorX°

Here are the instructions to help you sign up for your free GruntWorx trial and how to activate your GruntWorx
account in your Drake Tax software. If you have already signed up for your trial account, you can jump to the
“Using GruntWorx with Drake Software” section.

o Go to DrakeSoftware.com.
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9 Sign into the Drake Software Support site.
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9 Select GruntWorx Integration from the My Account drop list.
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0 Click Try GruntWorx for Free to sign up for the free trial.

Note: If you've already signed up for a free trial you won't see this sign up, instead
proceed to the next section, ‘Using GruntWorx within Drake Software'.
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> GruntWorx is a secure tax preparation automation
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» convert to a truly paperless office, but it also saves
up to 40% of the time spent entering data! For more
Log Out information about how GruntWorx can benefit your
tax practice, click here or visit GruntWorx.com. You
can also sign up for a GruntWorx webinar.
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Try GruntWorx today, and get $40 added to
your GruntWorx account

Click the button below, and start saving
time and money!

9 Proceed to the next section, ‘Using GruntWorx within Drake Software’.




GruntWorx

~QUICK START GUIDE

Using GruntWorx Within Drake Software

Below are the instructions to walk you through using GruntWorx within Drake Software.

o Launch Drake Software.

9 Select the GruntWorx icon in the toolbar.

DrakeSoftware

Tools Reports  LastYearData  Setup  Help
o= <« | ¥ T W dw ©-
ke Calculate Frirt Wi CSM Scheduler  Documentz  Gruntwions earch Support
9 Choose your client by clicking the Step 1 - Job For drop list.
‘W GruntWorx ==
Submit Jobs | Job Status

Click to read instuctions.

Step 1 - Job For:

Step 2 - Job Options

Q Select the job type you want to use.

Step 2 - Job Options

() Organize Lite (Non-validated PDF Output) - 5.05/page
() Organize (Validated PDF) - £.15/page
(®) Populate(Validated PDF output + Tax Data Import) - §.15/page + 5.50/extracted page

[] Trades ADD-ON{Schedule D import file}{Mot available with Organize Lite) Add 5.154rade

GruntWorx
Organize LITE

Organizes, bookmarks, and
labels scanned tax
documents so you can
easily find and review any
document without human
validation within minutes.

GruntWorx
Organize

Organizes, bookmarks, and
labels scanned tax
documents so you can easily
find and review any
document and includes
human validation.

GruntWorx
Populate

Eliminates data entry with
accurate data extraction and
population into most tax
software.

GruntWorx
Trades

Transforms trade details

on scanned consolidated
brokerage statements into a
spreadsheet file, which can
be imported into most tax
software.




9 Click the Add Files button to select and add your client’s scanned source documents. You can add up to 10 files
(maximum of 50 MB per file) for a total of 500 MB at one time. You can also scan your client files and add them here

in one step.

A IMPORTANT: Make sure your files are in the PDF file format. To use the scan feature you must use a TWAIN com-
patible scanner. If you don’t have a TWAIN scanner then use the Add Files option.

Step 3 - Files to submit with job:

£
EE

Secanning

%

6 To receive an email alerting you when the job is complete, select Step 4 (optional) checkbox and enter your email

address.

Step 4 (Optional): [7] Send e-mail when job is done to:

$

o Click the Ready button in Step 5. A

Step 5 - Mark as ready to send: | Ready

0 Select the checkbox for the job you want to upload to GruntWorx and click Submit.

A TIP: You can upload multiple jobs at once.

Step & - Jobs in Queue

Client Mame
Smith, John (5500)

Ready Job Type Date Created
True FPOPULATE_TRADES 2-17-2017

User

Sarac

Load DOM

Right-click to remove or load a job.

Submit




9 Once the job is uploaded, click Close. The average turnaround time is about an hour. If you selected Organize LITE,
the average turnaround time is 1-5 minutes.

A TIP: You will receive a notification email when the job is ready to download if you completed Step 4.

@ To download a completed GruntWorx job, you must navigate back to your Drake Software Home Window and click on
the GruntWorx icon in the toolbar.

m Once you are back into GruntWorx, go to the Job Status tab. Here you should see your client ID, client name, and
completion status.

W GruntWorx — Ny — N — o —C=0

Submit Jobs | Job Status
Click to read instuctions.

@ Select the job you want to use and click Download.

W GruntWonc — <
Submit Jobs  Job Status

Once a job is completed. it is available to download. To show previously downloaded Balance Information
jobs, clearthe "Hide downloaded jobs’ box.

Balance: §1316.75

Add to balance
Hide downloaded jobs

O Ib  Client Name Status Date Sent Downloaded  Product Cost Needed
23.. 5miTH, JaNe (5556) Completed 2/16/2017  Not Downl... POPULATE  $5.75

[128.. Smith, John (5500) Completed 2/10/2017  Not Downl... POPULAT.. $13.40

[]28.. Smith, Jane (3338) Completed 2/10/2017  Not Downl... POPULAT.. $13.50

[128.. Smith, Jane (3338) Completed 2/10/2017  Not Downl... POPULAT.. $13.40

[128... Smith, John (5500) Completed  2/7/2017 Mot Downl... POPULAT.. $13.50

Right-click on downloaded jobs to download again.

= e




A\ Tip: Under both the Job Status tab and Submit Jobs tab, you can see your balance information in the right-hand
corner. Your balance information will be displayed down to the penny.

W GruntWonc - X
Subme Jobs  Job Status

Once a job is completed. # is avaiable to download, To show previously downloaded Balance Information

jobs. clear the Hde downloaded jobs’ box

’ Balance: $15121
Add 1o balance
Hide downloaded jobe

[JID Cient Name Status Date Sent Dowricaded  Product Coet Neadad

B4 27.. SMITH, JOHN (5555) Completed 173172017 Net Downl.. ORGANIZE.. $11.40

[ 27.. SMITH, JOHN (5555) Completed  12/21/2016  Not Downl POPULAT $13.90

(] 27.. SMITH, JOHN (5555) Completed 12/20/2016  Not Downl.. POPULAT.. $13.90

[J 27.. SMITH, JOHN (6789) Completed 11/28/2016 Net Downl.. POPULAT.. $0 1

[J27. SeiTH. JaNe (5556) Completed 11/9/2016  Not Downl POPULAT $0 1

Balance Information under Submit Jobs tabh:

A TIP: You can add to your GruntWorx account at any time by clicking on ‘Add to Balance’.

W GruntWorx - X
Submit Jobs  Job Status
a ) e
Step 1- Job Fer: [ vl
Step 2 - Job Options Balance Information
® Organize Lte (Nonvalidated POF Output)

© Organize (Valdated PDF) ’ Balance: $1512.1
O Popuate (Valdated PDF output + Tax Data import) 2ddto balance
Trades ADD-ON (Schadula D impont file) (Not avaiable with Organize Lite)

A TIP: To find the cost-per-client information for processing a return, click on the Job Status tab and uncheck the
Hide downloaded jobs tab. Every return you have submitted will be here, displaying the following information: client
name, status, the date it was sent to GruntWorx, the date it was downloaded from GruntWorx, the product used, and

the costs.
Submet Jobs Job Status
Once a job is completed, 2 is avalable 1o download. To show previously downloaded Balance iformation
Balance: $1512.1
Add to balance
‘ [ Hide downkoaded jobs
[JID  Chert Name Status Date Sent Downloaded  Product Cost A
[[] 27.. SMITH, JOHN (5555) Completed 1/31/2017  Not Downl... ORGANIZE_TRADES $11.40
27... SMITH, JOHN (5555) Downboa... 1/31/2017 1731720177  ORGANIZE_TRADES $11.40
27.. SMITH, JOHN (5555) Oownloa.. 173072017  1/31/2017  ORGANIZE_TRADES $11.40
27... SMITH, JOHN (5555) Downloa... 1/27/2017  1/30/2017  ORGANIZE_TRADES $11.40
27... SMITH, JOHN (5555) Downboa... 1/27/2017  1/27/2017  ORGANIZE_TRADES $11.40
27... SMITH. JOHN (5555) Downka.. 1/26/2017  1/27/20177  ORGANIZE_TRADES $11.40
27.. SMITH, JOHN (5555) Downloa.. 172572017  1/26/2017  ORGANIZE_TRADES $11.40
27... SMITH, JOHN (5555) Downboa.. 1/25/2017  1/25/2017  ORGANIZE_TRADES $11.40
27... SMITH, JOHN (5555) Downboa... 1/23/2017  1/25/20177  ORGANIZE_TRADES $11.55
27... SMITH. JOHN (5555) Downloa... 1/5/2017 17232017  POPULATE_TRADES $1340
27... SMITH, JOHN (5555) Downloa,..  1/5/2017 /52017 ORGANIZE_TRADES $11.40
27 CMITH NN REES) Dowasing  1/5/2017 15017 NBRGAMIZE TRANES SI1ER




@ When the download is complete, go to Drake Documents and find your client.

@ You will see that your client now has a plus sign by their name and a GruntWorx folder.

File Setup Documents Help

B € o™ QU

NewFolder Archive GruntWorx File..  Copy  Cut Paste | Sign Portal Import LinkFile Scan E-mail  Help Bt
WokingCahinetiiee, Document Name | wpe | LestModified | Description
i “* DRK140475_ECB1D112 (33) pdffile 2032017103734 AM  Right click and go to Properties to enter Description
) General | DRK140475_ECB1D112 (33) xmlFile 232017 103734 AM  Rightclickand go to Properties te enter Diescription
-~ AMBROSIA, JANE (1060 & DRK140475_ECB1D112 (33)_Di.. xis File 232017 10:37:34 AM  Right click and go to Properties to enter Description

9 BEANS, COFFEE (1001}
2 BIRCH, JOANNE (1046
- CORNFLOWER, LINDA (1045)
@ DAISY, MARK (1044)
2 GARDNER, MORGAN (1037)
§ HEATHER, LYNETTE (1035)
) HERB, OREGANO ROSEMARY (1006)
@ LEAF, DILL CURRY (1007)
@ MAGNOLIA, SUSAN (1032)
§ MUSTARD, WASABI (1002)
9 PEA, SNOW SNAP (1008)
@ PEONY, DAVID (1026)
- ROOT, SASSAFRAS (1004)
- SEASONS, SAFFRON TUMERIC (1003)
§ SMITH, EDWARD (1047)
9 Smith, Jane (8388)
- SmiTH, JaNe (5556)
@ Smith, John (5500)
21§81 SMITH, JOHN (5555)
] Gurivica |
- SNAPDRAGON, SUSAN (1042)

B’ DRK140475_ECB1D112 (33)_Tr.. xisFile 215/20179:55:10AM  Right click and go to Properties to enter Description

@ GruntWorx sends all the processed files back to the GruntWorx folder within Drake Documents. If you choose
Organize, you will have a PDF file. If you choose Populate, you will have an XML file and an organized PDF. If adding
Trades to Organize or Populate, you will also have an XLS file containing all the trade details.

@ To review the organized PDF from Drake Documents, click on the PDF file.

® To review trades from Drake Documents, click on the XLS file and a spreadsheet will appear where you can easily
make adjustments to trades, such as a missing cost basis before you import the trades. Be sure to save the file when
you are done making any adjustments. The file will be saved back in your Drake Documents folder.

@ The XML file contains your Populate Job extracted data. You do not need to open this file.




@ Once you have reviewed this information in the Drake Document Manager, return to the Drake Software Home

Window and find your client. Click on your clients name.

Mo upcoming appointments today.

MNotifications:

Aloste:

File EF Tools Reports LastYearData Setup  Help
= ' —_— a— ™
= H O € @ @l ow ©-| fi
[pen/Create Calculate Frint e CSM Scheduler  Documentz  Grunfwors  Research Support Exit
Recent Returns: Key Print/View Enable Privacy | Personal Client Manager - (CONTA[NS SENSITIVE DATA)
SMITH, JOHN « \J | Clignt Marne | Type | Status | Started | Completed | Lazt Change | Tran D4
SmiTH, JaNs 2 L SMITH. JOHN dated From 2015 I m7 | |
Smith, Jane 3 Smith, John 1040 InProgress 0240342017 02/07/2M7 ...
. - Smith, Jane 1040 Updated From 2015 02/08/2M7...
S, Jxii < (- SmiTH, JaMe 1040 Updated Fram 2015 02/10/2017...
Appointments:

@ The Data Entry Screen will appear. Click on the Import tab in the tool bar and then GruntWorx Populate Job.

. -
B R e[ [@ao=ms® 2 0 4
Calculate Wiew Frint Split Documents | Tax Planner Imnport C5h Email ePay Exit
Form 8849 Import / GruntWorx Trades
Genera GruntWorx Populate Job l States l
A ltemized Deductions Schedule
2 Dependents STAX Sales Tax Worksheet
3 Income 2106 Employee Business Expense
4 Adjustments Due Diligence
5 Taxes, Credits and Payments 8867 Due Diligence Checklist
ES Estimated Taxes DD1 Due Diligence Assistance
2441 Child Care Credit DD2 Due Diligence Motes
2 5 - (15 Electronic Filing and Banking
W2G Gambling Income BANK Bank info not set up in firm
1099 1099-R Retirement - (41) DS ldentification for Taxpayer/Spouse
DIV 1099-DIV Dividend Income - (26) USE Consent to Use of Tax Return Info
INT 1099-INT Interest Income - (54) DISC Consent to Disclosure of Tax Return Info
99G 1099-G Government Payments - (13) DD Direct Deposit/Form 8888
99M 1089-MISC Miscellaneous Income PMT Electronic Funds Withdrawal
RRB RRE 1099-R Railroad Retirement PIN 8879/8878 e-file Signature
SSA 1099-SSA Social Security EF EF Selections
PDF PDF Attachments




If you chose Trades, your trades file will open. Click the Import button to have your trades automatically imported

into your client’s 8949.

/ — -~
. [ &4 - @&, pgg. @ = o "I
f =2 %2 . @& B rs <) )~ o
Caloulats  Wiew Print Splt Documents | Tax Planrer|  Import CSM Email oPay Help Exit
Drake 2016 - Form 8343 Import / GruntWone Trades - Step 3 X
Ilncome} Adjustments | Credits Ready to Import
The software has collected the necessary information and is ready ta import the information into the clisnt retum. Pleass verify the information and click mport ta
Import
2 Dependents
3 Income 1 Import File Nams  \DRAKE1B\D TAB\ECE1D11 24D ocuments\ Gruntwior\DRK140476_ECB1D112 (3] Tradesheet s
4 Adjustments 2 Startimport atiow 2 7
5 Taxes, Credits and Paym
ES Estimaled Taxes FH'TTH:JH\T F | State | ci Icm\ Descii | Aeguied | Sod [Ty [0On. | Poceeds| Cost|  AMT C
tate ity 0. escription Ul ol Y. ... oceeds st o
2R Chadc T T F & Gy F Description DATEACH  DATESOL T D
1| 2 NC  Frankin 2 1320000 COVIDIEN PLC.. 11/05/2000  08/11/2014 $1118200  $4.908.00 b
3 FL Ofando 2  520000MCDONALDS C.. 11/05/2010  08/14/2014 $4869.00  $4118.00 L
e ——— 4 20,0000 AMERICA MOV...  1212/2012  D4/22/2014 $3975.00  $4965.00
i1y, s 5 136.0000 AMERICA MOV... 03/02/2013  D4/22/2014 4259300  $2853.00
1099 1099-R Refirement - (3% | & 15,0000 AMERICA MOVI . D4A17/2013  D4/22/2014 $287.00 30200
» . H 27.0000 V5 CAREMAR. . 09/02/2011  D4/16/204 $1.997.00 39530
Div 1099-DIV Dvidend Incof | g 160000 COVIDIEN PLC . 03/08/2013  0B/11/204 $138500 335200
INT 1099-INT Interest Incom | g 320000 COK GLOBAL N 05/M8/2013  10/08/2014 $95B00  $EEI.00
009G 09.G Gov | 10 74.0000DIAGED PLCSP..  02/03/2012  0B/26/2014 $9241.00 4678400
el e EEnniznlF- | | gy 70000 DIAGED PLCSPS..  D3/03/2013  0/26/2014 7400 $635.00
991 1099-MISC Miscellaneot | 12 70000 MCDOMALDS CO...  01/16/2013  0B/14/2014 $655.00  $637.00
RRB RRB 1099-R Railroad R | 13 140000 MCDONALDS C..  03A08/2013  0B/14/2014 $.311.00  $1.38000
14 49.0000FRICE T ROWE .. 02A06/2013  11/06/2014 $402200 4355300
SSA 1099-SSA Social Securi | 15 47.0000 PRICE T ROWE . 03/08/2013  11/06/2014 $385800 4351500
1| 8 130000 COK GLOBAL IN. 12/19/2013  10/08/2004 $37700 36700
17 10000 COK GLOBAL INC 12/19/2013  11/10/204 $37.00 $30.00 1
PAD Preparer Notepad 18 240000 HEWLETT PAC. . 12719/2013  04/18/2014 $78000  $85200
NOTE Notes about the return
FAQ Frequently Asked Questi
< >
Enter
<Back Import Cancel

Once the import is complete, you will be directed to your client’s Data Entry screen. You can now easily manipulate
or adjust any fields within the software.

G‘\ 1] Form W2 - Wage and Tax Statement @
Caloulat v Pt Video: Entering Multiple-State W2s
et o m w2 Additional Entries Import W2
|income | Adjustmer TSI =] F [ speciartaxwreatment = State Information
Employer information is required for efile 1 Wages, lips 2 Federal taxwih N NI NY PA
A EIN 04-2207613 174624 [ 38772
2 Dependents Name THE TJX COMFANIES INC 3 SocSecwages 4 SocSecwh
3 Income = e
Name cont ‘ 117000 7254
4 Adjustments 70
5 Taxes, Credil Sireet - 5 Medicarewages 6 Wedicare tax wh
i FRAMINGHAM > —
ES Estimated Tz city ot o [ 201035 2824
- ate
2441 Child Care G | U-SONLY g
| MR v ’701701 T ‘Suc Sectips Allocated tips
3 Foreign ONLY Province/State Country Postal Code
W2G Gambling Inc [ <Click to Access= [ [ 9 10 Dep care benefit
1099 1099-R Reti [ Form 2441
i / Di Form 8880
DIV 1099-DIV Di Ly
INT 1099INT Int Employee name and address (if different from screen 1) 11 Non-qual plan 12 Code ok Year
996G 10996 Gov | name  First | Last - [ c 7
99M 1099-MISC 1 Street.. P namm— ERE 10575
RRB RRB 1099-R | ciy. - L% (IR 1804
v Retirement plan
SSA 1099-SSA S U.S. ONLY State ZIP I Sick pay h
1 — 14 Other
PAD Preparer Not Foreign ONLY Province/State Country Postal Code SEHI
NOTE Notes about = <Click to Access= = =
FAQ Frequently As
15 ST Employer's state ID number 16 State wages 17 State tax 18 Local wages 19 Local tax 20 Locality
Eners M2 ~| [os220761301 [ 174624 | 2787 [ [ [
| [ [ [ [ [

Tips for best scanning practices can be found here in this video.

If you have any problems or need additional help you can reach us at:
Support@GruntWorx.com
877-830-6059


https://vimeo.com/221350212/f422749ed6

Supported Forms

GruntWorx

Here is a list of all the supported forms for the GruntWorx Organize and Populate services.

Organize LITE & Organize

W-2
W-2G
W2C
1042-S
1095-A
1095-B
1095-C
1098
1098-C
1098-E
1098-T

1099-A
1099-B
1099-C
1099-CAP
1099-G
1099-DIV
1099-INT
1099-H
1099-K
1099-LTC
1099-MISC

1099-PATR
1099-Q
1099-R
RRB-1099
RRB-1099-R
1099-S
1099-SA
SSA-1099
Consolidated 1099
2439
5498-SA

Populate

5498-ESA

Grantor Letter as 1041 K-1

Supporting Tax Documents

Receipts

W-2
W-2G
1095-A
1098
1098-E
1098-T
1099-MISC
1099-B
1099-G
1099-DIV
1099-INT

1099-R
RRB-1099
SSA-1099
1099-0ID

Consolidated 1099

120S K-1
1065 K-1
1041 K-1
5498



