Drake Quick Start Guide GrU nTWOrx@

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

o Go to DrakeSoftware.com.
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9 Sign into the Drake Software Support site.

&« ¢ (D @@ Drake Enterprises, LTD. (US) | https://support.drakesoftware.com/site/Login.aspx?Rett e @ % Q search

@ Dintranet @ View Calendar
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Customer Support

Sign in with your username and password.

Username Forgot username?
Password Forgot password?

If you have not set up a user account, you must sign in
with your EFIN and e-file password. If you are a new
customer, your e-file password was included in the email
confirming your purchase.
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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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Add GruntWorx to Your Tax Practice

Resources

Contact Us | Sign in to Support
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My Account

4
>

Training Tools  »  technology that replaces manual document

Client Write-Up »  organization and data entry. This not only helps you
>

can also sign up for a GruntWorx webinar.

GruntWorx is a secure tax preparation automation Try GruntWorx today, and get $40 added to
your GruntWorx account

Partner Programs convert to a truly paperless ofﬁce! but it also saves Qlick the button below, and start saving
up to 40% of the time spent entering data! For more time and money!
Log Out information about how GruntWorx can benefit your

tax practice, click here or visit GruntWorx.com. You _
Welcome,

GruntWorx

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

DrakeSoftware

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

o Launch Drake Software.

e Select the GruntWorx icon in the toolbar.
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9 Choose your client by clicking the Select client drop list.
orx — X
Submit Jobs  Job Status
Click to read instuctions u
Select chent: v] ‘
Q Select the job type you want to use.
Job Type
(® Organize Lite (Non-validated PDF Output) See pricing
(O Organize (Validated PDF)
(O Populate(Validated PDF output + Tax Data Import)
Trades ADD-ON(Schedule D import file)(Not available with Organize Lite)
GruntWorx GruntWorx GruntWorx GruntWorx
Organize LITE Organize Populate Trades

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

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

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

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, JPG, or PNG file format. To use the scan feature you must use a
TWAIN compatible scanner. If you don’t have a TWAIN scanner, then use the Add Files option.

Files to submit with job:

AddFies.

Scan

Duplex
O Scanning

Remove

G To receive an email alerting you when the job is complete, select checkbox and enter your email address.

Options
[[] Send e-mail when job is done to: |.

o Click Do not re-order pages if you do not want your pages repaginated.

A TIP: Repagination is where GruntWorx Organize sorts the pages you submitted in the order of the 1040. By clicking
on Do not re-order pages this allows you to physically reorder the pages.

] Do not re-order pages ‘

© Click Submit.

siomt 4B

9 Once the job is uploaded, click Close. 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 selected the Send e-mail when job
is done to option.

@ 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 in GruntWorx, go to the Job Status tab. Here you should see your client ID, client name, and
completion status.

“w GruntWont | —

Submit Jobs ‘ Job smug|
Click to read instuctions.

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

A TIP: Under both the Job Status tab and Submit Jobs tab, you can see your balance information in the upper right-

W Gruntworx — *
Submit Jobs  Job Status
Once a job is completed, it is available to download. To show previously downloaded Balance Information
jobs, clear the "Hide downloaded jobs’ box.
Balance: §1316.75
Add to balance
Hide downloaded jobs
[0 1D Client Name Status Date Sent Downloaded  Product Cost Meeded
29.. SmiTH, JaNe (5556) Completed 2/16/2017  Not Downl... POPULATE 8575
[]28... Smith, John (55000 Completed 2/10/2017  Not Downl... POPULAT.. $13.40
[128.. Smith, Jane (3338) Completed 2/10/2017  Not Downl... POPULAT.. $13.50
[128.. Smith, Jane (3888) Completed  2/10/2017  Not Downl... POPULAT.. $13.40
[128... Smith, John (55000 Completed  2/7/2017 Mot Downl... POPULAT.. $13.50

Right-click on downloaded jobs to download again.

SR _ e

hand corner. Your balance information will be displayed down to the penny.

W GruntWorc - X
Submt Jobs Job Status

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

jobs. clear the Hde downloaded jobs’ box

. Balance: $1512.1
Add 1o balance
£ Hde downloaded jobs

[J ID  Cient Name Status Date Sent  Downloaded  Product Cost Needad

B4 27.. SMITH, JOHN (5555) Completed  1/31/2017  Net Downl.. ORGANIZE.. $11.40

[J 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 (5789) Completed  11/28/2016  Net Downl.. POPULAT.. s0 1

[J27. SmiTH. JaNe (5556) Completed  11/3/2016  Not Downl.. POPULAT $0 1




Balance Information under Submit Jobs tab:

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

W GruntWonx
Submit Jobs  Job Status
Click to read instuctions.

= X

Select client: | ]

Job Type
(® Organize Lite (Non-validated PDF Output) See pricing

(O Organize (Validated PDF)
(O Populate(Validated PDF output + Tax Data Import)

Balance Information

Balance:  $1137.10

dddiabal

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 box. 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.

W GruntWorx
Submit Jobs Job Status

Once a job is completed, it is available to download. To show sly downloaded
jobs, clear the "Hide downloaded jobs’ box

Balance Information

Balance: $113450
Add to balance

W O Hide donnioaded cbs
[0 cientName Status  DatsSent  Downloaded  Product
[]35... Smith, Jane (1014) Completed 1/22/2018  MNot Downl.. POPULAT..
[]38.. SMITH, JOHN (1013) Completed 1/16/2018  NotDownl.. POPULAT
36... SMITH, JOHN (1013) Downloa.. 1/16/2018  1/16/2018  POPULAT.
38.. SMITH,JOHN (1013) Downloa.. 1/16/2018 171672018  POPULAT..

38.. BEANS, COFFEE (1001) Downloa... 1/15/2018  1/22/2018  ORGANIZE...

Cost Needed

5260
$195
$10.65
$3.45
$0.65

A TIP: You can click on the Export button to extract all of this information into a CSV format.

W GruntWorx - X
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: §113450
Add to balance
[ Hide downloaded jobs
[ ID  Client Name Status Date Sent Downloaded ~ Product Cost Needed
[J38. Smih, Jane (1014) Completed 1/22/2018  Not Downl.. POPULAT.. $260
[J 38.. SMITH. JOHN (1013) Completed 1/16/2018  Not Downl.. POPULAT.. $195
38.. SMITH, JOHN (1013) Downloa... 1/16/2018 1/16/2018 POPULAT.. $1065
38.. SMITH.JOHN (1013) Downloa... 1/16/2018  1/16/2018  POPULAT.. $345
38.. BEANS. COFFEE (1001) Downloa... 1/15/2018  1/22/2018  ORGANIZE.. $0.65
38.. BEANS. COFFEE (1001) Downloa... 1/15/2018  1/15/2018  ORGANIZE.. $3.05
[ 38... BEANS. COFFEE (1001) Completed 1/15/2018  Not Downl.. ORGANIZE.. $0.65
38.. SMITH, JOHN (1013) Downloa... 1/12/2018 1/16/2018 POPULAT.. $185
38.. SMITH, JOHN (1013) Downloa... 1/12/2018 1/12/2018 POPULAT.. $135
38.. SMITH, JANE (1015) Downloa... 1/11/2018 1/12/2018 POPULAT.. $345
38.. Smith, Jane (1014) Downloa... 1/11/2018 1/11/2018 POPULAT.. $345
38.. Smith, John (1012 Downloa... 171172018 171172018  POPULAT.. $1340
Right-click on downloaded jobs to download again.
Export ‘ Download Refresh Exit




Example of Report:

N - example.csv - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
i, 36 o Calibri -1 -] A A = ® - EPwrep Text General | I'j
Bia Copy -

Paste Y e B T U - - M A <= 35 EilMerge sConter = $ - % 3 % 7 Conditond
r Fant " Alignmant " Number "

19 - S

A B (= =] F (=] H

1 [ =} Client Name Status Date Sent Downloaded Product Cost MNeeded

2 | 383322 Smith Jane (1014) Completed  1/22/2018 Not Downloaded POPULATE TRADES  52.60

3 383048 SMITH JOHN (1013) Completed 1{15{2015 Mot Downloaded POPULATE_TRADES £1.95

4 | 383041 SMITH JOHN (1013) Downloaded 1/16/2018 1/16/2018 POPULATE TRADES  $10.65

5 383039 SMITH JOHN (1013) Downloaded 1/16/2018 1/16/2018 POPULATE_TRADES 53.45

6 383024 BEANS COFFEE (1001) Downloaded 1/15/2018 1/22/2018 ORGANIZE_LITE $0.65

7 383022 BEANS COFFEE (1001) Downloaded 1/15/2018 1/15/2018 ORGANIZE_LITE 53.05

8 383021 BEANS COFFEE (1001) Completed 1/15/2018 Not Downloaded ORGAMIZE_LITE S0.65

9 | 282968 SMITH JOHN (1013) Downloaded 1/12/2018 1/16/2018 POPULATE TRADES $1.95

10 382952 SMITH JOHN {1013) Downloaded 1/12/2018 1/12/2018 POPULATE_TRADES 51.95

11| 382036 SMITH JANE (1015)  Downloaded 1/11/2018 1/12/2018 POPULATE_TRADES  $3.45

12 382932 Smith Jane [:lDldl Downloaded 1/11/2018 1/11/2018 POPU LATE_TRADES $3.45

13 382931 Smith lohn (1012 Downloaded 1/11/2018 1/11/2018 POPULATE TRADES _ $13.40

@ 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. Click the plus sign to open the client’s GruntWorx

folder.

File Setup Documents Help

@ o o) B of [l €] X o QU

& BIRCH, JOANNE (1046)
@ CORNFLOWER, LINDA {1045)

NewFolder Archive GruntWor File.. | Copy  Cut Paste Sign Portal Import LinkFile Scan E-mail  Help Exit
[WorkingCahimet fiee Document Name: | e | LostModiied | Description
ide 7 DRK140475_ECB1D112(33) pdifile  232017103734AM  Rightdlickand go to Properiies to enter Description
General | DRK140475_ECE1D112 (33) xmiFile 232017 10:37.34AM  Right dlickand go to Properties to enter Deseription
4 AMBROSIA, JANE (1060) Gl DRK140475_ECB1D112(33) Di.. alsFile  232017103734AM  Rightdlickand ga to Properiies to enter Description
8 BEANS, COFFEE (1001) E' DRK140475_ECBID112(33)_Tr.. xlsFile  2/15/201795510AM  Rightclick and go to Properties to enter Description

8 DAISY, MARK (1044)

8 GARDNER. MORGAN {1037)

{8 HEATHER. LYNETTE (1035)

4 HERB. OREGANO ROSEMARY (1006}
8 LEAF. DILL CURRY (1007)

& MAGNOLIA SUSAN (1032)

{2 MUSTARD, WASABI (1002)

A PEA. SNOW SNAP (1008)

{2 PEONY, DAVID (1035)

{8 ROOT, SASSAFRAS (1004)

8 SEASONS, SAFFRON TUMERIC (1003)
8 SMITH. EDWARD (1047)

A Smih. Jane (8388)

A SmiTH, JaNe (5556)

& Smith. Jobn (5500)

N (5555)

B SNAF ON. SUSAN (1042)
& TEA MINT (1005)

@ 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 client’s name.
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2z

SMITH, JOHN ) Client Name Completed Last Change | Tran Dal
SmiTH, Jalis [} |
Semith, Jana = - Smith, John 1040 In Progress 02/03/2017 02/07/2017.
= Smith, Jane 1040 Updated From 2015 02/08/2017.
St L2 < [~ SmiTH, JaNe 1040 Updated From 2015 0241072017

Appointments:

No upcoming appointments today.

Notifications:

@ The Data Entry Screen will appear. Click on the Import tab in the tool bar and then GruntWorx Populate Job.
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Form 2949 Import / GruntWorx Trades.
GruntWorx Populate Job

I\ncume] Adjuslments} Cremls} Credns\ Taxes \ \ Slates\
fai A Itemized 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 Notes
2 lages - (15 Electronic Filing and Banking
W2G Gambling Income: BANK Bank info not set up in firm
1099 1099-R Retirement - (41) DS Identification 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 1099-MISC Miscellaneous Income PMT Electronic Funds Withdrawal
RRB RRB 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.
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WG Gembing! ‘ BO00AMERICAMDV.. 1271272012 0472272014 750 349500
ambling Income: 5 1360000 AMERICA MOV...  03/08/2013  04/22/2014 $253300  $2.853.00
1008 1099-R Retirement - (32 | § TSC000AMERICAMOVI.  DA/17/2013 0472272014 2700 30200
7 030272011 04/16/2014 35700 $96300
oy Il el | g BO000COVIDENPLC .. 03/08/2013  O8/11/2014 S0 $%200
INT 1099-NT Interest ncom | 3 COKGLOBALIN.. D5/09/2013  10/08/2014 $86300
v 10 7AC000DIAGED PLCSP.  02003/2012  O05/26/2014 926100 9578400
&L 00 Crenmeil ||| gy 70000 DIAGEQ PLCSPS..  03/03/2013  08/26/2014 700 e300
991 1099-MISC Miscellaneot | 12 70000 MCDONALDS CO..  D1/16/2013  08/14/2014 95500 363700
RRE  RRB 1099R RairoadR | 13 140000 MCDONALDS €. 03/08/2013  08/14/2014 S0 913000
1 490000PRICE T FOWE .. 02/08/2013  11/06/2014 94020 $355300
SSA 1099-SSA Social Securi | 15 470000 PRICE TROWE . 03/08/2013  11/06/2014 385800 $3516.00
1| TI0000COK GLOBALIN.  12/13/2013  10/08/2014 0 S
I TO000COK GLOBALING . 12113/2013 111072014 s s L
PAD Preparer Notepad 18 240000HEWLETT PAC..  12/19/2013  04/18/2014 478000 $662.00
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< >
<Back 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.

[=] Form W2 - Wage and Tax Statement ~
o ¥ | Video: Entering Multple-State W2s
General |income | Adjustmer TSI =] F [ speciaitaxtreatment < e
[~ Employer information is required forefle 7 1 Wages, tips. 2 Federaltaxwh =
1 NameandA{ | lezzores 174624 36772
2 Dependents | " [roE Tox comemizes T 3 SocSecwages 4 SocSecwh
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1099 1099-R Refi Form 241
Form 8880
DIV 109DV Di
r 100601 1 [ EmPleree name and address (fdferent rom screen 1 O Coerrm BEmD ot vear
996 1099-G Gov | Name: First...=| Last = [ c ol 7
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RRESRRBA09%H | cin. = @ Refirementplan [ [ %%
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- = 14 Other
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NOTE  Notes about i ~ClickToAccess> U
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15 ST Employers state ID number 16 Stalewages 17 State tax 18 Localwages 19 Localtax 20 Localiy
Emere ] [przzoressor el | we7 [ 5
= [ [ |

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
1042S
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



