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Volunteer Training Manual 
This guide will walk you through the steps needed to complete the certification process. 
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Save your login information for your two online training accounts: (Passwords are case-sensitive) 

 

 

How to Use This Guide 
This guide is designed to walk you through the certification process so you can be a VITA volunteer. It 
describes where and how you must create online accounts. It provides a list of relevant materials to 
which you need to have access. It outlines how to take your various certification exams. Lastly, it clarifies 
what you must complete prior to volunteering at our VITA sites.  
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What Types of Certifications Do the Different Volunteer Roles Require? 
 
Site Support: 

- Works with the Site Leader to ensure that the site is running smoothly and prepares the site for 
the day 

- Helps greet clients, checks them in for appointments (if at appt. site), goes through COVID 
questionnaire, and helps clients fill out intake forms 

- Certification Requirement:  
1. Volunteer Standards of Conduct test  
2. Intake/Interview and Quality Review test 

Case Reviewer: 
- Meets with clients to conduct intake interviews to ensure eligibility for service, helps clients 

organize documents and complete intake forms 
- Certification Requirement: 

1. Volunteer Standards of Conduct test  
2. Intake/Interview and Quality Review test 
3. IRS Basic Certification 

Tax Preparer: 
- Prepares clients’ federal and state 1040 tax returns  
- Certification Requirements: 

1. Volunteer Standards of Conduct test  
2. Intake/Interview and Quality Review test 
3. IRS Basic or Advanced Certification 

Quality Reviewer: 
- Looks over the work of the Tax Preparer to ensure that returns are free from error, and confirms 

clients’ agreement with all information being submitted 
- Certification Requirements: 

1. Volunteer Standards of Conduct test  
2. Intake/Interview and Quality Review test 
3. IRS Advanced Certification 

Virtual Roles- Tax Preparer and Quality Reviewer: 

- Volunteers participating virtually are required to complete the Advanced Certification level. 

 

CPA’s, Attorneys, and Enrolled Agents 

Volunteers with these professional designations, have a choice of certification paths: 

1. If you want to be eligible for up to 18 Continuing Education (CE) Credits, you must complete the 
IRS Advanced Certification. 

2. If you are not worried about CE Credits, you may use the Circular 230 Federal Tax Law Update 
Test.    
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Getting Started with Link & Learn 
A. Link and Learn is known as VITA Central – https://www.linklearncertification.com  

This site is where you will access online training modules called Link and Learn. You will also use this site 
to take your actual certification tests and access the TaxSlayer Practice Lab. 

 

Creating a VITA Central Account 

If you are a returning volunteer from last year (Tax Season 2021) you may be able to use your existing 
login information. 

If not, create a new account. 
 

Click Create Account – Instructions for every entry are below:  

1. Volunteer Group – Select “01-VITA Volunteer.” 
2. If you are interested in being a Site Coordinator “Site Leader”, select YES for the Site Coordinator 

course. 
3. Login- This will be your username. 
4. Password: This will be a password you create. 
5. Training Source – Select Publication 4491 
6. Time Zone – GMT Central Time (US and Canada) 
7. Professional Status- ONLY select this if you are a CPA, CFP, an attorney or an Enrolled Agent. 
8. If you have a PTIN enter it; otherwise, leave this blank.  



 

Volunteer Training Manual pg. 4 
 

B. Practice Lab – https://vita.taxslayerpro.com/IRSTraining 

This site is where you will practice using the preparation software – TaxSlayer. You will also use this site 
to “prepare” the tax returns required for your certification test. 

1. Enter the universal password: TRAINPROWEB 
Hint: This is a generic password that you will have to enter every time you access the Practice Lab 
 

2. Select CREATE ACCOUNT 
a. Program Type= VITA 
b. SIDN: Leave this BLANK 

 
C. Access Training Materials 

a. All training materials will be available to download on our Training and Certification page at 
www.goladderup.org/volunteer/volunteer-resources/ 

Uploading Certifications 
Once you have completed the certification tests, you have a few more steps to complete. 

1. Please login to VITA Central (Certification center) 
2. In the right corner, you’ll see “You may sign your Volunteer Agreement electronically by 

checking this box” 
3. Click the box 

 
4. Save your Volunteer Agreement 
5. Login to your VolunteerHub account (https://goladderup.volunteerhub.com) 
6. Under your name select “Edit Profile” 
7. Upload these three items: 

a. Volunteer Agreement 
b. Photo ID 
c. Recent Photo 

 

Note: Once you have uploaded all three items, please allow 48 hours for Ladder Up staff to review the 
uploads. Custom TaxSlayer accounts for the tax season will be created for you, and shared before the 
start of the tax season. 
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Study Guides 
 

Basic Certification Study Guide 
This study guide references two sources with which you should become familiar: PUB 4491 
Training Guide, and PUB 4012 Volunteer Resource Guide. 

Scenario 1: 

1. Use PUB 4012, page B-8 through B-10; reference PUB 4491 page 4-5.  
2. Use PUB 4012, page F-1 and F-2.  

Scenario 2: 

3. Use PUB 4012, page I-3 & I-5.  
4. Use PUB 4491, page 28-5.  

Scenario 3: 

5. Use PUB 4012, page G2.  
6. Use PUB 4012, page F-10. 

Scenario 4: 

7. Use PUB 4012, page G-4.  
8. Use PUB 4012, page I-2. 

Scenario 5: 

9. Use PUB 4491, page 2-3. 
10. Use PUB 4491, page 11-12. 

Scenario 6:  

11. Use PUB 4491, page 13-1. 
12. Use PUB 4491, page 4-3. 
13. Use PUB 4012, page E-11 & PUB 4491, page viii. 

Scenario 7: (Create a tax return in Practice Lab) Remember to use Interview Notes as well.  

14. Look at the 1040, line 12a.  
15. Use PUB 4012, Tab J. 
16. Use PUB 4012, page G-4. 
17. Look at the 1040, line 25d. For this question, use federal income tax withholding for 

Fred and Wilma’s income. 
18. Use PUB 4491, page 14-1 & 14-2. 
19. Use PUB 4491, page 8-11, 8-12, & 8-13.  
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Scenario 8: (Create a tax return in Practice Lab) Remember to use Interview Notes as well. 

20. Use PUB 4491, page 11-10.   
21. Look at the dependent questions answered in the 13614-C. Also use Interview Notes. 

Use PUB 4012, page B-8. 
22. Use PUB 4491, page vii (Personal Exemption Amount). Use PUB 4012, page I-2 to I-4.  
23. Use PUB 4012, page C-3 (Dependent Table).  
24. Use PUB 4012, page K-15, K-16, & K-17.  

Scenario 9: (Create a tax return in Practice Lab) Remember to use Interview Notes as well. 

25. Use PUB 4012, page B-3, D-1, & D-53.  
26. Use PUB 4491, page 4-5. 
27. Use PUB 4491, page 11-12. 
28. Use PUB 4012, page G-4, G-10, & G-15. 
29. Use PUB 4012, page K-3 & K-14. 
30. Use PUB 4012, page E-4. 
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Advanced Certification Study Guide 
This study guide references two sources with which you should become familiar: PUB 4491 
Training Guide, and PUB 4012 Volunteer Resource Guide. 

Scenario 1: 

1. Use PUB 4491, page 4-7.  
2. Use PUB 4491, page 28-5. 
3. Use PUB 4012, page F-10. 

Scenario 2: 

4. Use PUB 4491, page vi.  
5. Use PUB 4012, page G-10.  

Scenario 3: 

6. Use PUB 4012, page E-6.  
7. Use PUB 4012, page E-7. 
8. Use PUB 4012, page E-6, E-7, & E-8. 

Scenario 4: 

9. Use PUB 4012, page C-2, C-3, &C-4.  
10. Use PUB 4012, page I-3 & I-5.  

(Advanced Test – Continued) 

Scenario 5: 

11. Use PUB 4012, page F-9. 
12. Use PUB 4012, page D-53. 

Scenario 6:  

13. Use PUB 4012, page A-4. 
14. Use PUB 4491, page 2-3. 

Scenario 7: (Create a tax return in Practice Lab) Remember to use Interview Notes as well. 

15. Look at the 1040, line 5b. Use PUB 4012, page D-37 for simplified method.  
16. Use PUB 4491, page 14-1 & 14-2. 
17. Look at the 1040, schedule 1, line 9 & use PUB 4012, page D-53. 
18. Use PUB 4491, page 17-2. 
19. Look at 1040, line 12a. 
20. Use PUB 4491, page 22-2 & 22-3. Use PUB 4491, page viii. 
21. Use PUB 4012, page G-4. 
22. Look at 1040, line 25d.  
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Scenario 8: (Create a tax return in Practice Lab) Remember to use Interview Notes as well. 

Note: For the purpose of answering the questions in this scenario, ignore the self-employed 
health insurance deduction and any scope issues it creates. 

23. Look at the 1040, schedule D & PUB 4012, page D-23.  
24. Use PUB 4491, page 9-8, 9-9, & 9-10. 
25. Look at the 1040, line 21 & use PUB 4012, page E-11. 
26. Look at the 1095-A, Part III, section C, line 33.  
27. Look at the 1040, schedule 3, line 3 & use PUB 4012, page J-5. 
28. Use PUB 4012, page D-40. Use PUB 4491, page ix. 
29. Use PUB 4012, page K-15, K-16, &K-17. 

Scenario 9: (Create a tax return in Practice Lab) Remember to use Interview Notes as well. 

30. Use PUB 4012, page B-8.  
31. Look at the 1040, line 11.  
32. Use PUB 4012, page G-4, G-10, & G-11.  
33. Look at the 1040, schedule 3, line 4.  
34. Look at the interview notes.  
35. Use PUB 4491, page iv (Tax Form Changes). Use PUB 4012, Tab G: Nonrefundable 

Credits.  
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Tax Preparer Checklist 
Use this Checklist to complete tax returns in TaxSlayer.  

1. TaxSlayer: 
 Open a new window tab. 
 Log into TaxSlayer, then click Select on the Start New 2021 Tax Return line. 
 Enter Client’s SSN or ITIN, confirm by typing again, and Select Start Return. 

o Check to see that the Ladder Up Client Agreement has been signed and 
dated. 

o Verify that all tax documents are correct for the tax year and taxpayer.  
 Basic Information: Enter Filing Status (see Mini Manual: Filing Status)  
 Basic Information: Enter Personal Information, use the client (and spouse) SS 

Cards/ITIN and Form 13615-C to enter all fields correctly. Ensure all questions are 
appropriately answered. 

o Note – If spouse information fields are not present, review Filing Status 
again.   

 Basic information: Dependents/Qualifying Person determine dependency and 
enter/verify the correct information has been entered (SSNs/ITINs based on 
supporting documents, date of birth, and other details).  

 Basic Information: IRS Identity Protection PIN: If taxpayer or spouse have an 
Identity Protection PIN, enter it here. (Use current year PIN for all years)  

 Federal Section: Enter each section (Income, Deductions, Other Taxes, 
Payments & Estimates, and Miscellaneous Forms) and enter all documents (W-
2s, 1099’s, etc.) 

o COVID-19 Relief: Enter Recovery Rebate Credit questions. 
o Note – In the Deductions section, Credits menu, you will find the: 

Education Credits, Child Care Credit, and Mortgage Interest Credit. 
 Health Insurance: Answer the Marketplace Insurance question. If yes, enter 

answers on next page, then add the numbers in APTC section to match the 
bottom of the client’s Form 1095-A. 

 State Section: Click Edit icon  to enter State information. Enter each section as 
needed. 

o Note – If e-filing a state return, client will need to provide ONE of three 
items: Driver’s License/State ID information, State AGI from prior year, or IL 
Signature PIN (see Retrieving IL-PIN document for directions).  If this 
information is not entered, the State e-file will reject. 

 Summary/Print: Tax Return Summary – This section will show a quick 
summary of the return and reason for EIC status, DO NOT print return yet. Click 
Continue. 

 Warnings on Tax Return: Fix any errors on the tax return, if necessary. Click 
Continue. 

 E-File: Return Details – Enter Federal and State Return Type; E-file or Paper 
Return with how client wants refund or payment.  

o Only the current tax year and two-year-prior returns can be e-filed. 
o Enter the taxpayer’s email and PIN. Skip Optional Questions, click 

Continue. 
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 E-file: Fee Summary – Verify all fees are set to $0. Click Continue. 
 E-file: Bank Account – Enter Direct Deposit information.  

(Reference the Mini Manual for Bank Routing Numbers, if needed). 
o If the client is splitting their refund or purchasing a savings bond, 

confirm account and/or savings bond information. (Form 8888) 
 E-file: State ID License – Enter the client’s ID information here. This section is 

optional. 
 E-file: Taxpayer Consent – The Accept option needs to be selected. 

o Enter The taxpayer’s Primary PIN and Date. Click Continue. 
 E-file:  Custom Questions – Enter all answers from the Supplemental Intake 

and Form 13614c, click Continue. 
 E-file: Custom Credits – Skip this section. Click Continue. 
 E-file: Submission Page – DO NOT PRINT RETURN. 

o This page displays refund/balance due for federal and state returns. 
o You will have the opportunity to edit the return type or bank account if a 

change needs to be made. 
 Select all appropriate Return Status Tag(s) for the tax return. 
 Check box Mark tax return ready for review. 
 Save and Exit Return. 

 
If notes are needed for the Quality Reviewer, locate the client in Client Search from 
the Main Page and click the Note icon (Flag)  
 
Tips:  

- Please refer to the TaxSlayer Practice Lab for further guidance on preparing a 
return here: https://vita.taxslayerpro.com/IRSTraining/ (Password: 
TRAINPROWEB). You must create a separate account to access the Practice 
Lab. 

- TaxSlayer Practice Lab will sign you out after a few minutes of inactivity. If that 
occurs, please visit the Practice Lab link above.  
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TaxSlayer Practice Scenario 
The following scenario can be completed using the Practice Lab  

Interview Notes 

 Jennifer was divorced from her husband in 2014 and has not remarried 
 Jennifer provided the entire cost of maintaining the household and over half of the support for 

her children, Carla and Ollie, in 2021. 
 Jennifer claimed earned income credit (EIC) for Ollie and Carla in 2018, but they lived with their 

father for 8 months that year. Jennifer received a letter from Internal Service disallowing EIC for 
tax years 2019 and 2020. 

 Jennifer is a full-time kindergarten teacher and spent $350 to buy books and supplies for her 
class. 

 Ollie attended daycare while Jennifer worked.  
 In August 2019, Jennifer’s daughter, Carla, enrolled in college to pursue a bachelor’s degree. She 

had no previous post-secondary education. Yuma College is a qualified educational institution. 
 Carla does not have a felony drug conviction. 
 Jennifer brought a form 1098-T and an account statement from the college. Carla’s purchases at 

the college bookstore were for course-related books. 
 The terms of Carla’s scholarship require that it be used to pay for tuition. 
 Jennifer received a letter in the mail awarding the 3rd economic impact payment of $4200. 
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Form 13614-C, Page 1 
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Form 13614-C, Page 2
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Form 13614-C, Page 3 
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Completed Tax Return for Jennifer Morrison: 

Use this return to check your answers in the Practice Lab. Note: certain calculations may change as the 
IRS continues to finalize instructions for tax year 2021. 












