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Certification Training 2020

Certification Topics

• Policies

• Requirements
– including new LMS e-Courses/Quizzes

• Process

• Timeline

• Cleanup Activities

• Portal Entry
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Certification Policies

• Typically the AC (and/or other volunteer(s) as 

designated) for each district is/are responsible for 

entering and finalizing the certification requirements in 

the portal

• The ADS is responsible for monitoring the process

• The certification report on the portal is the official - and 

only - method for notifying the IRS that a volunteer has 

certified

• The signed 13615 Volunteer Agreement DOES NOT 

serve as a volunteer’s certification
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Certification Policies

Volunteers who were not certified have worked at 

sites in Arizona!

• Some were never registered on the portal

• Some were listed as Prospective Volunteers 

and never given an assignment

• Some were registered as their spouse
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Certification Policies

Because they were not certified:

• They were NOT covered by the volunteer 

Protection Act

• They were NOT allowed reimbursement

• They did NOT accumulated service award time

• An issue would have arisen if the site was 

visited by the IRS
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Certification Policies

National has made their position clear

Until a volunteer is registered on the portal in their 

name:

– NO training materials should be distributed

– NO attendance at training session is allowed
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Certification Policies

• A document on the AARP Tax-Aide website 

contains detailed instructions on how an interested 

volunteer can register to be on the portal

• AARP Member Services is appropriate place to go 

to solve issues encountered with this process
1-866-839-0463
Monday thru Friday from 7 a.m. - 11 p.m. E.T.

• OneSupport ticket agents cannot help – they refer 

you to Member Services

• ADS is also a good help source
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Certification Policies

The IRS requires that the identity of all volunteers is 

validated with a government-issued photo ID

TWO NEW REQUIREMENTS

1. The volunteer’s name on the 13615 must match their 

ID

2. The volunteer’s “Preparer Name” in TaxSlayer must 

match their ID

No shortened or “nicknames” allowed

Page 8



Certification Training 2020

Certification Policies

New volunteers should be instructed to use their 

legal ID name when registering for Link and Learn

If account already exists, volunteers should be 

instructed to go to the “My Account” tab where they 

can check and edit name as necessary
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Certification Policies

Software Administrator must be provided list of 

volunteer’s names as shown on ID for possible editing 

in TSO

To edit Preparer’s Name in TSO:

1 - Select “Configuration”
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Certification Policies

2 – Select “Preparer Setup”

3 – Select “Edit” next to Preparer’s Name
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Certification Policies

4 – Edit name as needed to match ID

5 – Select             to save
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Certification Policies

• A decision is pending by National whether 

volunteer’s name in portal will also have to match 

ID

• NEVER edit name in portal contact record – even 

though it is physically possible – doing so will 

cause an error

• In the event it becomes a requirement, detailed 

instructions will be provided
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Certification Policies

• The 13615 must be signed and dated by an 

Approving Official who has already been certified

– TRS signs for DCs, ACs, and Instructors

– DCs or Instructors sign for LCs

– DCs, Instructors or LCs sign for other 

volunteers
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Certification Policies

Prior to conducting volunteer training, instructors 

should complete and pass on Link and Learn:

• Volunteer Standards of Conduct Test

• Intake/Interview and Quality Review Training and 

Test

• Advanced Test
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Certification Policies

• Electronically sign your 13615 in L&L by checking the 

box

• Select “Click here” to download .pdf file

• Attach it to an e-mail to Al with “13615” in subject line

aztaxal@gmail.com

• After signed and dated will be

returned by e-mail 

• The signed 13615 agreements must be retained by 

the District for reference until the end of calendar year
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Assignment Clarification

• We often use the word “Greeter” for certain 

volunteers at our sites

• The official Tax-Aide assignment is “Support 

Facilitator”

• SFs are useful for tasks that do not require the 

handling of taxpayer documents

• Train and certify as a “Client Facilitator” all 

volunteers who will be handling or scanning 

taxpayer documents
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Certification Requirements

The Policies and Procedures Manual 

outlines what certifications are required 

by assignment

Reminder:

Notify ADS to add, update and/or change 

assignments in portal
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Certification Requirements

• A new “Minimum Certification Requirements by 

Position” chart available when completed

• Library > Tax-Aide Volunteer Portal – New > VP05 
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Certification Requirements

02. Volunteer Standards of

Conduct Test

Who: All Volunteers

Where: Link & Learn
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Certification Requirements

03. Policy & Procedures

Training

(New – not required to

present at training)

Who: All Volunteers

Where: LMS (Training Tab

on Portal)
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Certification Requirements

04. Intake/Interview and

Quality Review Training

and Test

Who:Client Facilitators

Local Coordinators

Shift Coordinators

Counselors

Instructors

Training Coordinators

Training Specialists

EROs

Where: Link & Learn

Page 22



Certification Training 2020

Certification Requirements

05. Site Coordinator

Training

and

06. Site Coordinator Test

Who:Local Coordinators 

Shift Coordinators

Where:  LMS (Training Tab

on Portal)

Can retake on L&L if necessary

Does NOT qualify for Continuing 

Education Credits
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Certification Requirements

Under the “My Account” tab in Link & Learn

Choose “No” for the following question:

Change to “Yes” to retake if necessary
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Certification Requirements

07. Proficiency Problems

Who:Counselors

Instructors

Training Coordinators

Training Specialists

EROs

Where:

NTTC Workbook
Core: Anderson, Emerson, King

Comprehensive: Parsons

Coronavirus Workbook     

Exercises Rel 2

Garcia and Polite
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Certification Requirements

08. Advanced Test

(NEW - includes HSA

no separate test)

Who:Counselors

Instructors

Training Coordinators

Training Specialists

EROs

Where: Link & Learn
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Certification Requirements

New Optional Certification

09. Qualified Experienced

Volunteer (QEV)

• Contains very advanced material

• NOT replacement for Advanced 

Test

• Does NOT qualify for Continuing 

Education Credits 

Where: Link & Learn
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Certification Requirements

Optional Certification

10. Military

Volunteers must be

certified in order to

prepare or quality review

returns requiring this 

optional training and test

Where: Link & Learn
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Certification Requirements

16. State Training

Required by all states that 

prepare state tax returns

Who:Counselors

Instructors

Training Coordinators

Training Specialists

EROs

Where: Designed by each state
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Located on the “Training” tab in the Portal
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Certification Requirements

Page 31

Still a work in progress

Scheduled for completion in December

Click on “Content Library” tab to view courses 

available now

Folder in portal library – limited information right now
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Note which positions the courses are designed for, 

whether or not the training is required, and how often
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Continued . . .
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

The following required quizzes can be taken as many 
times as necessary to pass

• Security Essentials

• Technology and Security

• Tax-Aide Policies & Procedures

Local Coordinator Training is limited to 2 tries

• Take on LMS first

• Retake on L&L
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Prospective Volunteer Access to Training Tab

• Manual process currently

• PV’s status must be “Candidate” (Under 
Consideration)

• Time frame mentioned was “a couple of weeks”

• ADS to submit ticket if “Candidate" isn’t allowed 
access within that period of time after status is 
updated

• Will be automated process at some point
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Certification bulk edit on the Portal does not include 
all of the required LMS e-Courses/Quizzes

Volunteer’s certification should not be “finalized” until 
all LMS requirements have been satisfied
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Certification Requirements

NEW Required LMS e-Courses/Quizzes

Verification options include:

• Volunteer shares e-mail that is automatically sent 
as each course/quiz is completed

• Volunteer shares “achievement report” created and 
exported to Excel in the portal 

• National plans to develop a report by state
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Certification Requirements

Note 2 NEW List Cards in Contact Record 

(bottom right)
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Timeline

• Certifications are due by the first Monday of 
February each year.

• Update if changes occur between February due 
date and April 1 when records are locked

• ADS will run an error report and e-mail DC and AC 
when any incomplete certification entries are found 
based on volunteer’s position
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Clean-Up Reminders

Volunteer Records

All new assignments and/or changes to be done 
by ADS

– Notify ADS of non-returning active volunteers
• Volunteer’s Name and ID number

• Assignment Ending Date

• Reason (Retired, Leave of Absence or Death)

– Notify ADS of new assignments or assignment 
changes
• Volunteer’s Name and ID number

• Assignment Starting and/or Ending Date(s)

• Site location if different from current assignment
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Clean-Up Reminders

Prospective Volunteer Records

– Assignment Status must be 
reviewed and updated

• Candidates who did not complete 
training and will not be certifying 
must be moved to “On Hold” or 
“No Match” status as appropriate

• Can be done at district level or 
notify ADS (include Volunteer’s 
Name, ID#, and appropriate 
status)
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Clean-Up Reminders

Prospective Volunteers (continued)

• Candidates who completed 
training and will be certifying must 
be given an appropriate volunteer 
assignment by the ADS

• Notify ADS and include Volunteer 
Name, ID#, assignment(s) and 
site(s)

Goal: No “Prospect” or “Under 
Consideration” status in Prospects 
report
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Certification Process

To enter certifications in Portal:

• In top center search box type AZ1 and hit enter

• Click on Dashboards tab
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Certification Process

• Click on TA - R10 - AZ - Certifications (Updated)
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Certification Process

Page 45

• Set “Status” drop down to “All” – this will include all 

returning volunteers and “Candidates”

• Set “District” drop down to your district

• Set “Certification Status” drop down to “All”
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Certification Process

Page 46

Some have indicated they prefer to work with a spreadsheet 

before entering the data into the portal

To create a spreadsheet choose “View Report” in first 

column
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Certification Process

Report displays with “Subtotal” line under each name

Click on Subtotals to remove
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Certification Process

Page 48

If Tax Year equals 2019 click on “equals 2019”, 

change to “Filter by Tax Year to “2020”, and click 

on Apply

Click on “Filter” icon to 
check tax year
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Certification Process

Export to Excel

Choose formatted report
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Certification Process

Page 50

Now you have an Excel file that you can use to 

keep track of certifications that need to be input in 

the portal

It might be helpful to add columns to indicate 

volunteer’s position(s) and required LMS e-

Courses/Quizzes
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Certification Process

Page 51

To enter certifications in the portal, click on “View Report” 
under the Pie Chart
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Certification Process

Before any certifications are completed, all names are in one 

list without a

checkmark

in the box

Page 52

This list 

includes any 

PVs that 

have not 

been given 

an 

assignment
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Certification Process

To check for any prospective volunteer candidates 

who need to have an assignment in the portal, choose 

“equals Under Consideration” from the dropdown 

menu in the

“Status Box”

and then view the

report

Notify ADS

to update their

assignment or

change status
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Certification Process

Verify all entries on your district’s list

After cleanup, it should include ALL returning 

volunteers and prospective volunteer candidates who 

completed training and intend to certify with some 

possible exceptions
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Certification Process

Verify all entries on your district’s list

After cleanup, it should include ALL returning 

volunteers and prospective volunteer candidates who 

completed training and intend to certify with some 

possible exceptions
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Certification Process

Compare “Leaders” report with “Certification” report

Possible Reasons for a Missing or Unknown Volunteer 

Name on “Certification” report

• All volunteers with assignments in your district are 

on “Leaders” report

• A volunteer is listed on only 1 certification report 

based on their “route to” zip code

• If a volunteer’s “route to” zip code is incorrect they 

will be listed in the wrong district
– Contact the ADS for assistance if you believe a name is 

incorrectly included on your list
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Certification Process

More Possible Reasons . . .

• Some volunteers have assignments in more than 

one district and/or state and their “route to” zip 

code is not in your district

• If their certification was recorded in another district, 

check their contact record to verify they are 

certified to the level required for the assignment(s) 

they have in your district and update if needed

• If certified in another state, add “AZ” to the state 

dropdown list after AZ certification is complete
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Certification Process

To start the certification process, open each 

volunteer’s contact record by clicking on their “Name”
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Certification Process

Page 59

A quick hover over active position(s) in the 
Volunteer Assignments list card will help identify 
which certifications are required for each volunteer

Or click on “View All” to expand assignment list
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Certification Process

Page 60

Expanded Assignment List
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Certification Process

Page 61

Select Program Volunteer ID number in the Program 
Volunteer list card on the right side of the contact 
record
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Certification Process

Scroll down to the “Certification Bulk Edit” section
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Click on the box 

to insert a 

checkmark for 

each completed 

item
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Certification Process

Page 63

Select “AZ” from 

the State drop-

down menu

If volunteer 

certified in 

another state, 

add “AZ” – more 

than 1 can be 

selected
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Certification Process

The Volunteer’s certification is NOT complete until 

the bottom portion of the record is filled in by doing 

the following

• “Completed Certification Requirements” box is 

checked

• “ID Verified” box is checked

• Date is entered

• Select                   to save
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Certification Process

You can use the back arrow to return to the list 

and choose the next volunteer’s Name to repeat 

the process
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Certification Process

As certifications are completed, volunteer names 

appear in two separate lists

• Names in the list without checkmark not completed

• Names in the list with checkmark are completed
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Certification Process

Page 67

The Certification Report must be run prior to the site 

opening date to verify that all volunteer names are in 

the completed list which allows them to work at their 

site

If a volunteer’s name appears in the incomplete list

• The certification should be completed as soon as 

possible

or

• If volunteer is not going to certify for any reason, 

notify the ADS to update contact record in the 

portal
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Questions?
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