DRAKE QUICK START GUIDE GruntWorx:

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

o Go to DrakeSoftware.com.

Sales: (800) 890-9500 Q Signin  Renew Now

Drake SO]D[WB e Products Service & Learning Resources AboutUs Blog

Feature-rich tax preparation and e-file
software for professional tax preparers

Drake Tax® serves as the hub of your practice, streamlining tax return preparation and
enabling you to delight your customers.

Try it Free Watch Demo

Already a customer? Sign In

Which platform do you need for Drake Software? We've got you covered!
No matter where you need or want to use Drake, we bring the latest technology to your tax office.

Drake on Desktop Drake in the Cloud

9 Sign in to the Drake Software Customer Support site.

DrakeSoftware

EMAL ‘

‘ PASSWORD ‘

I'm not a robot &
recAPTCHA

Forgot Password

CONTAINS SENSITIVE DATA



https://drakesoftware.com/
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9 Select GruntWorx from the Products drop list.
0 Click Activate Your Account to sign up for the free trial.

Note: If the Activate Your Account option isn’t available, it means GruntWorx has already been activated within

your software.

GrunfWorx

6 Proceed to the next section, Using GruntWorx within Drake Software.
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QUICK START GUIDE

Using GruntWorx within Drake Software

GruntWeorx:

DrakeSoftwaree

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.
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Al = - — \
i - 8 nF | A TG 78 @ - “I

Open/Create Calculate Print View CSM Scheduler Documents Portals WebLibrary Support Exit
9 Choose your client by clicking the Select client drop list.
G Select the Job Type you want to use.

GruntWorx GruntWorx GruntWorx GruntWorx GruntWorx GruntWorx
Organize LITE Populate LITE Organize Populate Trade Summary

Create digital
workpapers in minutes!
Scan or upload your
client's tax documents to
have them sorted and
labeled into a searchable
PDF. Turnaround time is
minutes.

Automate your client's
1040 data entry using a
self-validation tool with this
DIY product. Turnaround
time is minutes. Organize
LITE Bookmarked PDF
included. Option to add a
Non-Validated Trades
product.

Create digital workpapers
by scanning or uploading
your client's tax documents
to have them sorted and
labeled into a searchable
PDF. Data verification
provided by GruntWorx.
Option to add a Validated
Trades product.

Outsource your client's
1040 federal form data
entry to GruntWorx.
Turnaround time is
minutes. Organize

Bookmarked PDF included.

Option to add a Validated
Trades product.

Line by line trade data
extracted and imported
into the 8949 in your
client's Data Entry
Screen. Non-Validated,
no cost add on to
Populate LITE or
Validated add on to
Organize or Populate.

Category totals from
1099-Bs extracted and
imported into the 8949 in
your client's Data Entry
Screen. Non-Validated, no
cost add on to Populate
LITE or Validated add on
to Organize or Populate.




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 at 300 dpi in the black and white setting. If you don’t have a TWAIN scanner, then use
the Add Files option.

G Enter your email to receive notification when your job is complete.

Job Settings
Email Address | |

A TIP: 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. Clicking on
Do not re-order pages will return your documents in the order they were submitted.

@ Click Submit.

0 Once the job is uploaded, click Close. If you selected a Non-Validated LITE Product, the average turnaround time is
1-5 minutes.

A TIP: You will receive a notification email when the job is ready to download. Populate LITE jobs only provide a job
completion email once the job has been reviewed by the user and it has been sent back to GruntWorx.

9 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.




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

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

W GruntWonx - X
[ Submit Jobs  Job Status
Once a job is completed. it is available to download. To show praviously downloaded Balance Information
jobs, clearthe "Hide downloaded jobs’ box
Balance $3755.30
Add to balance
Hide downloaded jobs
O Client Mame Status Date Sent Downloaded  Product Cost Exped|
152 CATAMARAN, LEEW.. PooliteResdy 1/2/2024  Not Downl.. POPULATE_LITE False
OGGER, MEDIA & ... Completed 1/2/2024 Not Downl... ORGANIZE_LITE 500 False
< >
Right-click on downloaded jobs to download again.
| Bpot | Expedie ’I\ Download I| Refesh | | Eat

A TIP: To cancel a pending job, right-click on client’s row and select Cancel Job.

A TIP: Under both the Submit Jobs and Job Status tabs, balance information is available in the upper right corner of
the window.

W GruntWorx —

X

Submit Jobs  Job Status

Select client: ~
Job Type Balance Information
Non-Validated - No Human Review Balance:  $3812.70
8949 Trades Add-On
Add to balance
Organize LITE Trade Details See pricing

Populate LITE Trade Summary

Daily Wait Time Status




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

W GruntWorx = X

Submit Jobs  Job Status

Select client: ~ @

Job Type Balance Information
(" Non-Validated - No Human Review )|  Balance: $379530
8949 Trades Add-On
Organize LITE Trade Details
Populate LITE Trade Summary
. J Daily Wait Time Status
e 3\
= Human Review
8949 Trades Add-On
Organize Trade Details
Populate Trade Summary
No Trades
Expedite Job

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 GruntWonx — 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: $3785.30

Addto balance
[] Hide downloaded jobs

O Client Name Status Date Sent Downloaded ~ Product Cost (=)
1527372 McKinney. Holly (7747) Poplite Readv 12/20/2023  Not Downl... POPULATE_LITE Fa

1527368  LITE, Poppa (1234) Downloaded ~ 12/20/2023 12/20/2023 POPULATE_LITE  $120 Fa
1527347  Forge, Pigeon (1218) Downloaded ~ 12/18/2023 12/18/2023 POPULATE_LITE.. $120 Fa
1527278 BUNNER MUFSA]  Cancelled 12/12/2023  Not Dol POPUIATE |ITE Ea

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

W GruntWorc - X
Submit Jobs Job Status

Once a job is completed. it is avallable to download. To show ly downloaded Balance Information
Jobs, ciear the ‘Hide downloaded jobs’ box.

Balance: §3795.30

Add 10 balance
[ Hide downloaded jobs
[y Cliert Name Status Date Sert  Downloaded  Product Cox B
1527372 McKinney. Hally (7747) Poolite Ready 12/20/2023  Not Downl.  POPULATE_LITE Fa

1527363 LITE.Poppa (1234)  Downloaded 127202023 12202023 POPULATELTE  §120 Fa
1527347 Forge, Pigeon (1218) Downloaded 1271872023 12/18/2023 POPULATE_LITE.. §1.20 Fa
| 1527278 RUNNER.MILESSL.. Canceled  12/12/2023 MNetDownl.. POPULATE_LITE Fa
| (11527277  CATAMARAN,LEEW.. Completed 127122023 NotDowl.. FOPULATELITE $080 Fa
1527252 Schools, Oklahoma (1. Downloaded  12/8/2023  12/8/2023  POPULATE LITE. $120 Fa
1527223 Schools. Tusa (1206)  Downloaded  12/7/2023  12/7/2023  POPULATE TRA.. 500 Fa
1527220 Schools. Tulsa {1206) Downloaded 12/6:2023 12/6/2023 POPULATE_LITE. $1.20 Fa
1527197 Smth. Wichita (1204)  Downloaded  12/4/2023  12/4/2023 POPULATE_LTE. $120 Fa
1527089  Gmih.Craig (1120)  Faled 11/20/2023  Not Downl.. POPULATE_TRA, Fa
1527066 Demo, Friday (1117) Downloaded MA7/2023 11/7/2023 POPULATE_LITE $1.20 Fa
1527012 School, Cincinati (1. Downloaded  11/15/2023  11/15/2023  POPULATELITE. §1.20 Fa
1526956  McKimey, Holly (7747) Downloaded  11/713/2023 11/14/2023 POPULATEUTE. $120 Fa

1526924  Schools. Update (3876) Cancelled  11/10/2023 Not Downl.. POPULATE_LITE . Fa
1526398  Schools, Update (3876) Canceled  11/3/2023  Not Downl.. POPULATE_LITE. Fa
152689 Advanced. Mison (20.. Cancelled  11/9/2023  Not Downl.. POPULATE_LITE . Fa
1526877 LITE Poppa (1234)  Downloaded  11/8/2023  11/10/2023 POPULATE LITE  $0.80 Fa
1526626 McKimey, Holly (7747) Downloaded  10/25/2023  10/25/2023  POPULATE 500 Fe
1522784 DONOT. WORK (1234} Faled 107272023 Not Downl... POPULATE TRA.. Fa
1515023 DONOT, WORK(123M) Canceled  7/172023  NotDownl.. POPULATE_TRA. Fa
1514630 RAUNNER,MILES&L.. Cancelled T1/2023 Mot Downl. POPULATE_LITE Fa
1514629 McKiwney, Holly (7747) Cancelled  7/11/2023  Not Downl.. POPULATE_LITE.. fa
1513027  McKimey, Holly (7747) Canceled  6/16/2023  Not Downl.. POPULATE_LITE Fa

1513024  McKinney, Holly (7747) Downloaded  6/16/2023  6/16/2023  POPULATE_LITE 8020 Fa
1513023  McKinney, Holly (7747) Downloaded ~ 6/16/2023  6/16/2023 POPULATE LITE. $040 Fa |

| € 3>
Right-click on downloaded jobs to download agan,

Egedte | Downoad | Refresh | | Ea




Example of Report:

file  Home et  Pagelayout Formulas  Data  Review  View  Automate  Help  ACROBAT
0 & cut Calibri o[ =& & | fwape General == @ Bad Good
P e | 8 7 4| == E = Hvescacoe - | §-% 2 %48 | St o] Newta |
Ciipboard 5 Font 5 Alignment 5 Number ] styles
AL v £ D
A B | c [ o | E | F [Zs] H |

1[0 Jciientname status DateSent Downloaded  Product Cost Expedited

2 [ 1527372 McKinney Holly (7747) PopLite Ready  12/20/2023 Not Downloaded POPULATE_LITE C:\DRAKE22\DT\7\ECBAS232\documents\GruntWorx  FALSE|
3 | 1527368 UITE Poppa (1234) Downloaded  12/20/2023 12/20/2023 POPULATE_LITE 5120 C: T\4\D7FBD: Worx  FALSE
4 | 1527347 Forge Pigeon (1218) Downloaded  12/18/2023 12/18/2023 POPULATE LITE_TRADES_DETAIL  $1.20 \8\D6FBD: FALSE
5 | 1527278 RUNNER MILES & LANE (1006) Cancelled 12/12/2023 Not Downloaded POPULATE_LITE C:\DRAKE22\DT\6\3D36DC! FALSE
6 | 1527277 CATAMARAN LEEWARD & STARBOARD (1008) Completed  12/12/2023 Not Downloaded POPULATE_LITE 50.80 BD96DC FALSE
7 | 1527252 Schools Oklahoma (1208) Downloaded  12/8/2023 12/8/2023 POPULATE_LITE_TRADES_DETAIL $1.20 \8\36BD! FALSE
8 | 1527223 Schools Tulsa (1206) Downloaded  12/7/2023 12/7/2023 POPULATE_TRADES $5.00 C: T\6\16FBD: (Worx  FALSE
9 | 1527220 schools Tulsa (1206) Downloaded  12/6/2023 12/6/2023 POPULATE_LITE_TRADES_DETAIL $1.20 T\6\16FBD: FALSE
10| 1527197 Smith Wichita (1204) Downloaded  12/4/2023 12/4/2023 POPULATE_LITE_TRADES_DETAIL $1.20 C:\DRAKE22\DT\4\FSFBD960\documents\GruntWorx  FALSE
11| 1527089 Smith Craig (1120) Failed 11/20/2023 Not Downloaded POPULATE_TRADES \0\BOFBD: Worx  FALSE
12| 1527066 Demo Friday (1117) Downloaded  11/17/2023 11/17/2023 POPULATE_LITE $1.20 7\BOFBD! FALSE
13| 1527012 School Cincinnati (1115) Downloaded  11/15/2023 11/15/2023 POPULATE_LITE_TRADES_DETAIL $1.20 C:\DRAKE22\DT\S\60FBD! (Worx  FALSE
14| 1526956 McKinney Holly (7747) Downloaded  11/13/2023 11/14/2023 POPULATE_LITE_TRADES DETAIL  $1.20 ¢ FALSE
15 | 1526924 Schools Update (9876) Cancelled 11/10/2023 Not Downloaded POPULATE_LITE_TRADES_DETAIL C:\DRAKE22\DT\6\F72FFBI1\documents\Grunt\Worx  FALSE|
| 16 1526838 Schools Update (3876) Cancelled 11/9/2023 Not Downloaded POPULATE LITE TRADES DETAIL C:\DRAKE22\DT\6\F73FFBS1\documents\GruntWorx__ FALSE]

@ 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.

#2) Drake Documents 2022 - (CONTAINS SENSITIVE DATA)
File Setup Documents Help

D w s 0«LE o2 @k

NewFolder Archive GruntWore File.. | Copy  Cut Paste  Sign Import LinkFile Scan E-mail | Help Exit
Working Cabinet Document Name | Type | File Size | LastModified Description
| e | % DRK140475_BD96DCD] (5) pdffile  1720MB  29/20234:53:36PM  Rightclick and go to Properties to enter Description
= <) DRK140475_BDSEDCD1 (5} xmifile  9419KB  297202345336PM  Rightclick and go to Properties to enter Descripfion
) DRK140475_BD96DCD1 (5)_ Tra.. xlsFile  945KB 281202345336 PM

@] Advanced, Aisan (2023)

{a] BLOGGER, MEDIA NICHE (1007)

4 brown. ericka (0524)

] CATAMARAN, LEEWARD STARBOARD (1008)
B o]

] CRESCENDO, CREED DEE (1003)

) Demo. Brad 0711)

g Demo. Fiday (1117)

] DONOT. WORK (1234)

] EMOJL WAVE (1004)

] FERGUSON. HAYDEN ALIYAH (2489)

] Foroe. Pigeon (1218)

] FRAGRANCE. FRANCIS (1002)

g Gambles, Misty (1205)

] LITE Poppa (1234)

) Marnello, Jane _lohn (0525

g MeKinney. Holy (7747)

] RUNNER, MILES LANE (1006)

) School, Cincinnat (1115}

] Schools, Okdahoma (1208)

] Schools, Tuisa (1206)

I gwiosend zipFile  145MB  12/12/20233:18:46 AM

@ GruntWorx sends all the processed files back to the GruntWorx folder within Drake Documents. If you choose Orga-
nize, you will have a PDF file. If you choose Populate, you will have an XML file and an organized PDF. If adding a
Trades product to Organize or Populate, you will also have an XLS file. If there were any Diagnostic Flags from
GruntWorx, there will be a Diagnostics.XLS file.

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

@ To review trades from Drake Documents, click on the Tradesheet.XLS file and a spreadsheet will open where you
can easily make adjustments before you import. Be sure to save the file when you are finished making changes. The
file will be saved in your Drake Documents folder.

@ The XML file contains your Populate job federal form extracted data and should not be edited.
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@ 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. A prompt appears letting you know there is a
GruntWorx Populate Job located for the client. Click Import to populate the data into your client's return.
Drake 2023 - GruntWerx Populate X
A Grunfvor« Populate job was located for this client. Click the 'Impart’ bution to complete the
populate process
‘Worx Click the 'Browse® bution to select an altemnate Grunfor Fopulate file
Populate: GruntWorn: Populate job available
Trades: <Not Available»
[j Dion't prompt about importing this GrunfWor: Fopulsate job again
Browse . RBeview . Cancel
@ If you do not receive a prompt to import, the Data Entry Screen will appear. Click Import in the toolbar and
then GruntWorx Populate Job. If your job was an Organize with Trades ADD-ON, click Import then Form
8949 Import / GruntWorx Trades.
@ If there were Trades in the completed files, the Drake import tool will open. Click Import and follow prompts to
automatically populate the capital gains into your client’s 8949 and Schedule D.
L [
| |




@ 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.

Multi-Site Account Information

If a Drake user is a part of a Multi-Site Account, the Multi-Site Admin (Master Account) user needs to select the of-
fice control for each location when logging into the GruntWorx page on the Drake Support Site. The user is prompted
with two options:

e Home Office Control - This option allows only the home office to purchase GruntWorx Dollars. Both the home
office and sub-office can use dollars from the home office’s dollar bank. When the dollar bank is used up, the
sub-offices will have to request the home office to purchase more dollars. The home office can create reports in
Enterprise Office Manager to show the dollars each sub-office has used.

e Individual Office Control - This option allows each office (home office or sub-office) to purchase its own Grunt-
Worx Dollars, and each office has its own dollar bank. With this option, the home office will not have control or
reporting to track the dollars that sub-offices have purchased or used.

The Admin needs to make sure to select the correct option as this decision is final and cannot be changed.

Once this selection is made, the user can move forward with activating the GruntWorx account.




~ Supported Forms GruntWorx:

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

Organize LITE & Organize

o W-2 e 1099-A e 1099-NEC
e W-2G ¢ 1099-B e 1099-PATR
e W2C e 1099-C e 1099-Q
o 1042S e 1099-CAP e 1099-R
e 1095-A e 1099-G ¢ RRB-1099
¢ 1095-B e 1099-DIV ¢ RRB-1099-R
e 1095-C e 1099-INT e 1099-S e 5498-SA
e 1098 e 1099-H e 1099-SA e 5498-ESA
e 1098-C e 1099-K e SSA-1099 e Grantor Letter as 1041 K-1
¢ 1098-E e 1099-LTC e Consolidated 1099 e Supporting Tax Documents
e 1098-T e 1099-MISC o 2439 o Receipts
Populate LITE & Populate Trade Details & Trade Summary
o W-2 e 1099-INT e Federal 1099-Bs
o W-2G e 1099-R e Year-End Brokerage Statements
» 1095-A * RRB-1099 The following documents are not
¢ 1098 ¢ SSA-1099 supported for Trades products:
e 1099-MISC ¢ 1099-0ID
e Coinbase Statements
e 1099-NEC e Consolidated 1099
o 8949 Worksheets
e 1099-B o 1120S K-1
e Monthly Statements
e 1099-G e 1065 K-1
o |IRA Account Statements
¢ 1099-DIV o 1041 K-

Tips for best scanning practices can be found here in this video.
For system requirements click here.

If you have any problems or need additional help you can reach us at:
Support@GruntWorx.com e 828.349.5505


https://vimeo.com/221350212/f422749ed6
https://kb.drakesoftware.com/Site/Browse/11776/System-Requirements-for-Drake-Tax?https://www.drakesoftware.com/&gclid=CjwKCAjw8df2BRA3EiwAvfZWaIVgw4wvbtYXrgAVl5uphzBH4s4mR9eVL7y7wN-LL78ALcpL9gv-exoChMkQAvD_BwE



