Taking the Tests Online — TY2018

Mandatory for Tax-Aide Counselors
* Volunteer Standards of Conduct Exam
* Intake/Interview and Quality Review Exam
* Advanced Exam

Mandatory for Client Facilitators
* Volunteer Standards of Conduct Exam
* Intake/Interview and Quality Review Exam

The Volunteer Standards of Conduct Exam is required for all volunteers. The Intake/Interview
and

Quality Review Exam is also required of Client Facilitators. The Advanced Exam is required
for all volunteers who will be working with taxpayer data.

Optional

A fourth test, Health Savings Accounts (HSA) Exam is optional, but as many as possible should
certify. HSA 1is in scope with certification but requires two HSA-certified counselors to do a
return; one to prepare the return and a second for Quality Review.

Training for the Volunteer Standards of Conduct Exam is available in IRS Publication 4961,
which is available only electronically. It can be downloaded via the Volunteer Standards of
Conduct course link on the VITA/TCE Central page or from the IRS web site at www.irs.gov.

Training for the Intake/Interview and Quality Review Exam is in IRS Publication 5101. This
publication can be downloaded from the sites as mentioned above. Even if you think you can
pass the exam without studying, this is very useful information that should not be ignored.

Online training for both the Advanced Exam is available through the IRS Link & Learn web site
at https://apps.irs.gov/app/vita/. Click on the link “Click here to see the content of each course”.
You should go to only the “Advanced Menu” topics.

You will receive a printed copy of IRS Publication 4491, the VITA/TCE Training Guide IRS
this year that has been updated for TY 2018. The printed copy of IRS publication 4012, the
VITA/TCE Volunteer Resource Guide will not be available until mid to late January.

IRS Publication 4942 (training material for HSA), is not available as a printed document.
Electronic versions of all these documents are available at www.irs.gov, and you will always
find the most up to date version there.
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When you are ready to start your tests, the URL for the test site is:

https://www.linklearncertification.com/

Link & Learn - Home x

« - C A V https://www.linklearncertification.com/d/ o =

i Apps gk Bookmarks (] Bookmarks ['] AARP Volunteer Por.. (&) IE: Tax 2013 - Login 33 Apps Wl US.Bank Online Ba.. ['] Dependent Qualific.. »
Certification Tests Instructor Tools Quick-Links :
) =] ciassroom res RetirBing ceunselors.log on here

Login Name:

Password:

Ol
@ Instructor Guide 4555¢

!—@ VITA/TCE Training Guide PDFs

@ Evaluations
More Help ___ ;

” .
» Set up a new IRS account: © Gelting Started Tutorial ;i ?| Practice Lab
Create Account —
© RS Publications and Forms ‘_ﬁ I
New coupselery start here

(== Intake/Interview and Quality Review |
‘—ﬂJ Training

=z

» Forgot Password?
CLICK HERE:

© Get Adobe® Reader®

All volunteers who currently have an account. &

ogin. please go to 'My Account' and update new or changed data. Be sure fo click the |
'Save' button at the bottom of the page. |

Mew volunteers must click "Create Account” in order to take the certification test. CI g Started Tutorial under More Help for jnstrucfions on
creating an account and taking the certification tests. If you already have an account, pleasg lo u%gg.tten password

Site Coordinators must create an account and register as Site Coordinator in the Site Coordinator field in order to take the Site Coordinator training. Foreign Student and
Scholar volunteers no longer need to create an account and register as Foreign Student in the Group field in order to take the Foreign Student and Scholar test

Important: You mustturn off pop-up blockers to view the training

Ifyou have not completed an evaluation for the VITATCE training program click Evaluation under Quick Links.

-

T How to complete th....pdf L Prospective Volunte....pdf T Tax-Aide Scope Sco...pdf # Show all downloads., X

If you had an account last year, you can login using your old Login Name and Password.
If you cannot remember your password, click “CLICK HERE” just below “Forgot
Password”. A new password will be sent to the e-mail address that is on record.

If you’ve forgotten your Login Name or changed the e-mail address on record, follow
the instructions for new counselors.

New counselors will have to create an account the first time they visit the site. Click on

“Create Account” which will take you to the screen image on the next page. Follow the
instructions below carefully; failing to do so could get you “off in the weeds.”
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Create a new account

VI'T.

Self-Registration

Complete the fields below to create your account in the system. Required fields are marked by an asterisk ::* ), all other are optional.

* =
Group:

* Do you want to take the Site
Coordinator course?

*
Training Source:

* First Name:
* Last Name:

SEID:

2 Login:
* Password:
* Confirm password:
*
Email Address:
* Confirm Email Address:

PLEASE NOTE:

* Address 1:
Address 2:

i City:

* State / Provinea:

* Postal Code:

*

* Years You Have Volunteered:
Professional Status:
PTIN Mumber:

PLEASE NOTE:

M.

ime Zone:

CE

|SEiE:‘t a group

Yes @ No

|Sa~e:t a training source

| [For IRS Employees Only)

Password Complexity Requirements

Should you ever forget your password, a walid email address is required

to have a new one sant to you.

Select a State / Province

|Se=e:t a time zone

[select

|Sa~e:t a Professional Status

| PTIMN Validation Information

Enteryour PTIN as it appears on your PTIN card; howsaver, do not

nclude a hyphen.

For “Group”, select “2- TCE — AARP Volunteer”

Check “No” for “Site Coordinator” even if you are an LC.
For Training Source, select “Publication 4491

Complete the remaining fields with your information.

All fields with a “*” must be completed.

Leave the “SEID” field blank, it is for IRS employees only.

Complete the Professional Status and PTIN Number fields only if you will be seeking continuing

education credits.

Make sure that you record your Login (user name) and Password.

When you have completed all fields, click REGISTER.
You can now log in using your new Login and Password. This is the entry page.
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For returning counselors, go to “My Account” and update the years of service and

any other information that may have changed.

[ Link & Learn - My Accour x W

My account details

#* Group:
* Site Coordinator:

* Training Source:

* First Name:
* Last Name:

SEID:

* Login:

Password:

* Email Address:

* Confim Email Address:

PLEASE NOTE:

* State / Province:

* Postal Gode:

* Time: Zone:

* ‘Years You Have Volunteered:
Ceontinuing Education (CE) Credit:
FTIN Mumber.

PLEASE NOTE:

@ How to complete th...pdf |~ @ Prospective Volunte....

€« C fn https://www.linklearncertification.com/d/edit_registration_irs/

Weriudi

Required fields are marked by an astenisk \_‘_\ all other are optional.

[08 - IRS Employee - VITATTCE v

Yes@® No

‘ Link and Leam Taxes (eJeaming) v ‘

[Robert |

‘Frﬂn:is |

HH Apps % Bookmarks [ Bookmarks B AARP Volunteer Por... G IE: Tax 2013 - Login HH Apps W U.S. Bank Online Ba... D Dependent Qualific... »

2015 VITAITCE Certification Test IRV LTS

‘ | {For IRS Employees Only)

‘I‘iﬂ'ﬁﬂn |

Change Password

‘nfran:@:om:ast net |

‘ﬂfmn:@tom:asi net |

¢ [4916 Friar Ave |

g ‘ Fremont |

‘ Califomia X ‘

[s4555 |

[ (GMT-08:00) Pacific Tj Can v
7 v
[Select a GE Credit Role ]

‘ | PTIN

2022015 X A Rgs Resarved

pdf |7 @ Tax-Aide Scope Sco....pdf

forget your passwond, a valid email address is required to ha

e 3 new one

\alidation Information

Years you have
volunteered

=

¥ Show all downloads.. X

Click “Save” when finished editing. This will return you to the Home page.
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Click on the “Advanced” tab. The “Basic” tab is for VITA only.

([ Ac (¥ Co{ " Co \.\( Ne (% 20 (i ap [ Ac B it D 20 (7 Ne '\ U Pre \_" TCF N ET Wey [ Ble [ Lin (R Lin | R Lic Lir | ¥ wy \‘a Ge { [ Ac

ification.com/d/learning_series_irs/783/#/program/1457 fview

& CA-2 TRS Public Files [ TaxSlayer Practice Lab [ IRS Link & Learn M Huawei Impulse Man. vP ACA Health Plan Cos: Community Develop m Mary Fisher Garden T [ Symbel Code
Welcome Jay! | Logoff

WALCT i

2016 VITATCE Certification Test Rt}

Advanced Military International Puerto Rico Foreign Student

o : Attempts (2 If you would like to review the
Course name i assiball attempts per exam Volunteer Standards of
(click for results) allowed) Conduct course, click here to
review the course in PDF
2016 Volunteer Standards of Conduct - Exam 0 format.

Click here to review the
0 Intake/Interview & Quality
Review training.

2016 Intake/Interview and Quality Review Exam

2016 Basic Exam

2016 Health Savings Accounts (HSA) Exam

Advanced Tab’

©2002-2018 KMi All Rights Reserved
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Advanced tab options

Link & Learn - 2015 VITA, x W

€« > C # https://www.linklearncertification.com/d/learning_series_irs/778/#program/1451/view w® =
i Apps ¢ Bookmarks [] Bookmarks [ AARP Violunteer Por... G IE: Tax 2013 - Login 5% Apps W US.Bank Online Ba..  ['] Dependent Qualific... »
i j B ) ) i g e i ‘Welcome Roberil | Lo - |
2015 VITA/ITCE Certification Test I delIl]8
Basic Advanced Military International Puerto Rico Foreign Student
e Attempts (2 If you would like to review the
Course name Score i k?ss at i attempts per exam | Yolunteer Standards of
(click for resuilts) allowed) Conduct course, click here to
review the course in PPPF
2015 Volunteer Standards of Conduct - Exam e — 1] format.
Click here to review fhe
2015 Intake/Interview and Quality Review Exam 1] Intak@Kinterview & Quality
Revigw training.
2015 Advanced Exam 0
2015 Health Savings Accounts (HSA) Exam — 0
©2002-2015 KMi All Rights Reserved
1] N\, 1 A | 3
E How to complete th..pdf |~ E Prospective Volunte...pdf |7 ﬁ Tax-Aide Scope Sco...pdf i \ / # fhow all downloads... X
| |l I | l

From here you can

% Review the “Volunteer Standards of Conduct” training

% Review the “Intake/Interview and Quality Review” training

% Take the Volunteer Standards of Conduct” exam

% Take the Intake/Interview and Quality Review” exam

% Take the Advanced” exam

% (Optionally) Take the Health Savings Accounts (HSA)” exam

The tests must be taken and passed in this order
Volunteer Standards of Conduct
Intake/Interview and Quality Review
Advanced
Health Savings Accounts (HSA) (Optional, and can be postponed until later)

You do not have to complete a test in one sitting. You can close the test at any point, log
off and then log back on at a later time. The software will remember your progress in
the test.

If you do not pass a particular level, you must take and pass the Retest for that level.
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When you have completed and passed all exams, you can view your Volunteer
Agreement and then both print and save it.

Once you have completed the tests, send an electronic copy of your Volunteer
Agreement only (not any Certificates) as instructed by your District leadership

Link & Learn - 2015 VITA, x YW}

€ - C A B8 httpsy//www.linklearncertification.com/d/learing_series_irs/778/#program/1451/view O =

i Apps o Bookmarks (] Bookmarks [ AARP Volunteer Por.. (Z) IE:Tax2013-Llogin 5% Apps Wl US.Bank Online Ba.. [ Dependent Qualific... »

MITA/T Qﬁ al
Centra

IRS

2015 VITAITCE Certification Test QRN

Basic Advanced Military International Puerto Rico Foreign Student

Attempts (2 « You may sign your
atlempls per exam | gojunteer Agreement
allowed) lectronically by checking this
box

Pass/Fail

Course name EEE (click for resuls)

2015 Volunteer Standards of Conduct - Exam

Robert Francis 11/11/2015

2015 Intake/Interview and Quality Review Exam

Click gere to open and
2015 Advanced Exam

2015 Health Savings Accounts (HSA) Exam

ve the Volunteer
greement for your records.

IT you would like to review the
Volunteer Standards of
Conduct course, click here to
review the course in PDF
format.

Click here to review the
Intake/Interview & Quality
Review training.

@ How to complete th...pdf |~ m Prospective Volunte...pdf |~ m Tax-Aide ‘”r pe Sco....pdf # Show all downloads... X
Il

Do NOT use the “Print Certificate” links

Check the “You may sign...” box (your electronic sigilature)

Click this link

Clicking the link creates a file named “agreement.pdf”. It contains an electronic copy of
your Volunteer Agreement, IRS Form 13615. Save this file on your computer. Page 2 of
the form has your electronic signature as well as the results of your tests.
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izt Apps

% Bookmarks (] Bookmarks [ AARP Volunteer Por... @ IE: Tax 2013 - Login  i*% Apps

Page 2

Waolunteer:
By signing this form, | dedare that | have completed Voluntesr Standards of Candue! Cerlification and have read, understand, and wil
comply with ihe volunteer standards of conduct.
Full reame jolease prini Veluntesr pasitieniz) IRS Empioyes -
02 . TCE - AARP Volunteer VITAITCE Walurdesr

Home street address: citv. stale and ZIF code

Email address

Nurnber of years valuntesnsd jncluding s pear] | WVolusileer sigratuee
7 Roben Francis
Volunteer Certification Levels

1AL Liais

Standards of - Puare Rico
Conduet i
(Required far AL}

Add e leiber P for s F
passing lesd scores

Sie © Z
idenafication for this volunieer prior o the

owiryg Officials. (prr e ar lithe
P bl s i ety

\:‘wmt::ninulnu Ed:

seitciising. e Publcation 1064, Site

I
Narne as listed on PTIN card \\ / Vi
B

Address (VTATCE Ske or teaching looation) deriification Number (SIDN)
S=
—— e e e ——
Volunteer Status (chack anly ane bax}
[] Ervoled Agers (EA) [] Morecredensaled Tax Fiefun Freparer Certiied Pubilc @e@lﬂeﬂm—

Volunteer Position
& [add the umbears of compierad ol hoirs hakw)
e e i frindmen af 10 volunfesr RoLrs required fo Assue CE Cradrs)

] Cusaity Reviewes || Reshum Preparer

[] Tax Law insiructar Tatal hours volunieered

fadl mwsi be ceritied i Advanced] fgualifies for 14 CE crediis)
OR

[ ] Cnsslity Reviewer || Return Preparer

[ Tax Law Instructar Total hours volunissred

(ail must be ceritied i Advanced AND ane or more speciakly course) fquaiifies for 18 CE orediis)

If applicable, check bax law courses instructed
[] Basic  [] Advanced || Mitary || Wemationsl [ ] HSA [] Puero Rica  [[] Foreign Students & Schalars

Sha C . L or - By signing this fomm, | declare that | hawe validated that the reporisd volurtesr hours are based on
ihe adiivities this volunieer perlormed in my sile or ir: facliy.

Approving Oficiars (prmked) name and lilke sie cooninator, sponsoring partner, instuctor

Approving Officars signature Dale signed

Catalsg Mumber 38547H Foem 13615 (Rev. 102015

@ agreement.pdf

- -

12 How to complete th....pdf

¥ Show all downloads...

x

NOTE: The test results show only Pass/Fail. Your instructor will not see your actual test

SCOres.

There is no need to print the Volunteer Agreement and it has already been signed

electronically. Just send your instructor the electronic copy attached to an e-mail as
instructed.
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